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HOW  TO  WRITE  A  LETTER 


I.    mTBODUCnON 

LETTER  writing  is  the  art  of  conveying  thought  from  one 
mind  to  another  through  the  medium  of  written  language. 
This  art  is  one  of  the  most  useful  and  desirable,  as 
well  as  one  of  the  most  interesting  and  important  of  accomplish- 
ments. Tf  is  useful,  because  of  its  application  to  so  many  of  the 
wants  of  man,  in  every  station,  and  in  all  the  recurring  incidents 
of  life.  It  is  desirable,  because  it  gives  intellectual  culture,  de- 
termines character,  and  stimulates  a  vigorous  mental  growth;  for 
the  style  which  attaches  to  a  good  letter  is  the  result  of  much 
forethought  and  concentration  of  power.  It  is  one  of  the  moai; 
interesting  and  important,  because  it  affords  so  many  pleasures 
and  comforts  between  ourselves  and  absent  friends;  and  because 
it  serves  as  a  medium  in  maintaining  and  strengthening  many 
friendships  and  social  ties;  and  in  keeping  fresh  and  green  the 
tenderest  emotions  of  loving  hearts  through  long  separation. 

This  accomplishment  is  one  of  the  most  easy  of  attainment, 
and  one  that  is  always  valuable,  as  well  to  the  child  just  learning 
to  write,  as  to  the  most  educated  scholar.  In  its  application, 
attention  must  be  given  to  all  the  elements  of  composition,  viz., 
penmanship,  spelling,  grammatical  construction,  punctuation,  and 
a  natural  ease  of  expression,  all  of  which  aro  indispensable  Co  a 
good  style. 

The  following  observations  on  these  indispensable  requirementa 
will  be  found  practicable  and  comprehensive,  and  it  is  hoped  will 
serve  to  interest  and  encourage  an  improvement  in  correspondence. 


n.    FENSiAKSHS- 

Penmanship  is  the  first  consideration.  A  clear,  legible,  hand- 
writing can,  by  careful  practice,  be  acquired  by  every  one  having 
the  free  use  of  the  hand.     Let  each  letter  be  well  constructed 
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and  each  word  properly  separated  from  the  next.  At  first  write 
slowly,  until  the  hand  becomes  familiar  with  the  graceful  forma- 
tion of  each  letter,  after  which  rapidity  may  be  acquired  without 
interfering  with  the  beauty  of  style.  This  is  a  duty,  not  only  to 
ourselves,  but  to  those  whom  we  address;  for  it  is  an  indication 
of  a  want  of  respect  to  write  carelessly  or  illegibly. 


m.  sPELLOsa 

Correct  spelling  is  next  in  importance.  Many  words  are  com- 
monly misspelled  from  carelessness  or  inattention.  The  best  pre- 
ventive is  to  have  a  dictionary  convenient  for  reference  when- 
ever in  doubt.  The  following  very  simple  rules  will  also  aid  in 
making  corrections: 

All  words  of  one  syllable  ending  in  I,  with  a  single  vowel  before 
them,  have  II  at  their  close,  as  miU,  sell. 

All  words  of  one  syllable  ending  in  I,  with  a  double  vowel  be- 
fore them,  have  only  one  I  at  the  close,  as  mail,  saiU 

The  words  foretell,  distill,  and  fulfill,  retain  the  II  of  their  prim- 
itives. Derivatives  of  dull,  skill,  will  and  full,  also  retain  the  II 
when  the  accent  falls  upon  these  words,  as  dullness,  skillful,  will- 
ful, fullness. 

Words  of  more  than  one  syllable  ending  in  I,  have  only  one  I 
!i    i  at  the  close,  as  delightful,  faithful;    unless  the  accent  falls  on 

the  last  syllable,  as  in  befall,  etc. 

Participles  ending  in  ing,  from  verbs  ending  in  e,  lose  the  final 
e,  as  have,  having,  make,  making,  etc.;  but  verbs  ending  in  ee, 
retain  both,  as  see,  seeing.  The  word  dye,  to  color,  however,  must 
retain  the  e  before  ing. 

All  adverbs  ending  in  ly,  and  nouns  ending  in  ment,  retain  the 
e  final  of  the  primitives,  as  brave,  bravely;  refine,  refinement; 
except  words  ending  in  dge,  as  acknowledge,  acknowledgment. 

W"rds  ending  in  e  drop  that  letter  before  the  termination  able, 
as  in  move,  movable;  unless  ending  in  ce  or  ge,  when  it  is  re- 
tained, as  in  change,  changeable,  etc. 

Words  of  one  syllable  ending  in  a  consonant  with  a  single 
Towel  before  it,  double  that  consonant  in  derivatives,  as  ship, 
thipping,  etc.  But  if  ending  in  a  consonant  with  a  double  vowel 
before  it,  they  do  not  double  the  consonant  in  derivatives,  as 
troop,  trooper,  etc. 
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Words  of  more  than  one  syllable,  ending  in  a  consonant  pre- 
ceded by  a  single  '  ->wel,  and  accented  on  the  last  syllable,  double 
the  consonant  in  <.  ;ivatives,  as  commit,  committed;  but  except 
chagrin,  chagrined. 

Nouns  ending  in  y,  preceded  by  a  vowel,  form  their  plural  by 
adding  a,  as  money,  moneys;  but  if  y  is  preceded  by  a  consonant 
it  is  changed  to  tea  in  the  plural,  as  bounty,  bounties. 

Compound  words  whose  primitives  end  in  y,  change  y  into  «, 
as  beauty,  beautiful,  etc. 

IV.     QBAMMAB 

Qrammatical  construction  is  the  choice  of  words  and  their  ar- 
rangement into  sentences,  so  that  clearness  and  strength  may  bo 
given  to  our  expressions.  A  knowledge  and  correct  use  of  the 
rules  of  grammar  are  requisite;  for  no  elegance  in  the  choice  of 
words  would  compensate  for  a  want  of  case  and  grace  in  forming 
them  into  phrases.  Generally,  in  correspondence,  we  are  apt  to 
crowd  too  much  into  one  sentence,  making  the  meaning  uncertain. 
This  may  be  avoided  by  a  sparing  use  of  the  conjunctions  and 
and  but;  also  by  expressing  each  thought  or  statement  in  a  dis- 
tinct sentence.  Punctuation  is  also  necessary  to  give  a  clear  ex- 
presflioD  in  the  construction  of  sentences. 


V.     PXJNCTUATION 

Punctuation  is  the  act  of  marking  the  divisions  of  a  composi- 
tion into  sentences,  clauses,  or  other  divisions,  by  points,  showing 
the  relation  and  dependence  of  their  several  parts.  This  is  a 
requirement  essential  to  a  correct  and  regular  mode  of  expression. 
After  learning  the  relative  value  of  the  points,  the  best  general 
rule  is  to  place  them  where  a  pause  would  occur  in  speaking. 
The  principal  points,  and  rules  for  their  use,  are  as  follows: 

The  Comma  (,)  is  used  wherever  you  would  make  a  trifling 
pause,  were  you  speaking.  This  point  marks  the  smallest  division 
of  a  sentence. 

The  Semicolon  (;)  marks  a  longer  or  more  distinct  pause 
than  a  comma,  and  is  used  to  divide  an  incomplete  sentence. 

The  Colon  (:)  marks  a  pause  greater  than  a  semicolon,  and 
leas  than  a  period.    It  is  used  after  a  sentence  complete  in  itself, 
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but  followed,  without  a  conjunction,  by  some  remark,  infeienee, 
or  explanation. 

The  Period  (.)  ig  the  point  that  marks  the  end  of  a  com- 
plete sentence.     It  should  be  used  ifter  every  abbreviation. 

The  Dash  ( — )  is  used  to  denote  a  sudden  stop,  an  abrupt 
change  of  thought,  a  significant  pause,  or  to  add  effect  to  other 
points. 

The  Interrogation  (f)  must  be  placed  after  every  question. 

The  Exclamation  (!)  is  used  after  every  expression  or  sen- 
tence that  denotes  strong  emotion. 

The  Parenthesis  ()  is  used  to  enclose  a  word  or  sentence, 
inserted  by  way  of  comment  or  explanation,  and  which  is  inde- 
pendent of  and  not  a  necessary  connection  with  the  rest  of  the 
sentence. 

The  Brackets  []  are  used  to  enclose  a  reference  or  to 
rectify  a  mistake. 

The  Quotation  Marks  ("  ")  are  used  to  enclose  borrowed 
or  quoted  expressions. 

The  Apostrophe  ( ')  is  used  to  denote  the  omission  of  a  let- 
ter, or  a  contraction. 

By  the  careful  observance  and  interpretation  of  these  rules, 
mistakes,  or  a  misconstruction  of  the  intended  meaning,  will  be 
prevented,  and  attention  will  be  enforced  to  certain  words  or 
passages  which  may  require  it. 

The  following  effective  illustration  of  an  omission  of  the  points 
of  punctuation  will  be  found  highly  amusing  and  instructive.  It 
may  be  punctuated  so  that  the  result  will  be  a  very  good  man  or 
a  very  bad  man. 

"He  is  an  old  and  experienced  man  in  vice  and  wickedness 
he  is  never  found  in  opposing  the  works  of  iniquity  he  takes 
deUght  in  the  downfall  of  his  neighbors  he  never  rejoices  in  the 
prosperity  of  any  of  his  fellow  creatures  he  is  always  ready  to 
assist  in  destroying  the  peace  of  society  he  takes  no  pleasure  in 
serving  the  Lord  he  is  uncommonly  diligent  in  sowing  discord 
among  V^  friends  and  acquaintances  he  takes  no  pride  in  labor- 
ing to  promote  the  cause  of  Christianity  he  has  not  been  negli- 
gent in  endeavoring  to  stigmatize  all  public  teachers  he  makes 
no  exertions  to  subdue  his  evil  passions  ho  strives  hard  to  build 
up  Satan's  kingdom  he  lends  no  aid  to  the  support  of  the  Gospel 
among  the  heathen  he  contributes  largely  to  the  evil  adversary  he 
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pays  no  attention  to  good  advice  he  gives  great  heed  to  the  drvil 
he  will  never  go  to  heaven  he  muat  go  vhere  he  will  receive  the 
jnst  recompenae  of  reward," 

VI.     OAPITAUZATIOir 

For  the  uae  of  capital  letters  the  following  rules  will  be  found 
complete : 

Begin  every  paragraph  with  a  capital  letter. 

Begin  every  sentence  following  a  period  with  a  capital  letter. 

Begin  all  proper  names  with  a  capital  letter. 

Begin  all  titles  as  General,  Doctor  or  Captain,  with  a  capital 
letter. 

Begin  all  names  of  places,  as  Boston,  Newport,  Niagara,  with 
a  capital  letter. 

Begin  the  words  North,  South,  East,  T,  est,  and  their  com- 
pounds and  abbreviations,  as  Northeast,  S.  W.,  with  a  capital 
letter. 

Begin  the  names  of  the  Deity  and  Heaven,  or  the  pronoun  used 
for  the  former,  as,  in  His  mercy — Thou,  Father,  with  a  capital 
letter. 

Begin  all  adjectives  formed  from  the  names  of  places  or  points 
of  the  compass,  as  English,  Northern,  with  a  capital  letter. 

Begin  every  line  of  poetry  with  a  capital  letter. 

Begin  all  quotations  with  a  capital  letter. 

Begiii  all  titles  of  books,  and  usually  each  important  word  of 
the  title,  as  Hume's  History  of  England,  with  a  capital  letter. 

Begin  the  name  of  any  historical  event,  as  the  French  Revolu- 
tion, with  a  capi.jl  letter. 

The  pronoun  I  and  the  interjection  0  must  invariably  be 
written  with  a  capital  letter. 

Begin  all  names  of  the  month,  as  May,  November,  and  days  of 
the  week,  as  Tuesday,  Wednesday,  with  a  capital  letter. 

Begin  all  addresses,  as  Dear  Sir,  Dear  Madam,  with  a  capital. 

Capital  letters  must  never  be  placed  in  the  middle  of  a  word: 
never,  except  in  accordance  with  the  foregoing  rules,  in  the  mid- 
dle of  a  sentence. 

Vn.    ABBREVIATIONS 

Abbreviations  in  letter  writing  are  in  bad  taste,  except  in 
eome  official   and   business   letters.     In   friendly   or  social  cor- 
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respondenee  they  imply  haate,  and  are,  therefore,  not  quite  re- 
spectful.    Titles  are  generally  abbreviated  in  all  correspondenee. 

The  contraction  &  is  only  permitted  when  connecting  the  namei 
of  a  firm,  as  Bogers  &  Raymond,  or  Devlin  &  Co. 

Arithmetical  Figures  should  not  be  used  in  letters,  except 
in  writing  dates,  or  very  large  numbers,  or  in  repeating  numbers 
that  are  written  in  words,  in  which  case  they  should  be  enclosed 
in  parentheses. 

The  next  consideration  is  the  acquirement  of  a  good  style. 


Vm.    BTTIiE 

Style  in  letter  writing  is  the  arrangement  of  our  thoughts  with 
reference  to  propriety,  elegance  and  force.  This  subject,  there- 
fore, embodying  as  it  does  an  understanding  of  the  preceding 
elements  of  composition,  is  one  requiring  close  attention  to  the 
governing  influence  of  the  subject  treated  and  the  relative  posi- 
tion of  the  person  addressed.  No  course  of  rules  can  be  laid 
down  for  its  cultivation,  all  improvement  being  dependent  upon 
intellectual  culture.  The  use  of  plain,  simple  language,  with  as 
much  brevity  as  the  sense  will  allow,  avoiding  figurative  embel- 
lishments except  where  such  would  naturally  be  made  use  of  in 
conversation,  are  the  main  points  of  a  good  style.  Let  your  ob- 
ject be,  not  to  write  much,  but  to  -"rite  well.  Do  not  embarrass 
yourself  by  forgetting  to  maintain  your  own  identity.  Probably 
the  best  suggestion  that  could  be  followed  would  be  to  note  upon 
a  scrap  of  paper  each  topic  for  consideration.  In  doing  this,  we 
think  over  beforehand  all  we  would  say,  and  are  enabled  to  pre- 
sent each  subject  in  respective  order  of  importance;  matters  of 
nearest  interest  to  both  appearing  first,  but  merely  noticed,  if  of 
a  trivial  or  slight  nature;  followed  by  subjects  of  greater  value, 
which  may  receive  more  forcible  expression.  We  should  endeavor 
to  be  as  concise  and  impressive  as  necessity  demands  in  the  treat- 
ment of  important  matters;  while  more  aniriation  and  joviality 
should  be  indulged  in  where  the  topics  are  of  a  nature  intended 
to  be  merely  entertaining.  In  letters  of  condolence,  it  would 
naturally  be  our  desire  to  give  expression  to  our  sentiments  in 
tender  and  sympathetic  language ;  while  in  co  .gratulations  we 
would  again  be  joyful  and  pleasant.    While  beiug  guided  by  the 
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subject,  the  person  addressed  also  has  an  influence  upon  our  style, 
for  In  our  addresses  we  must  conform  to  the  conventionalities  of 
society.  We  must  Ta  respectful  to  superiors,  courteous  to  in- 
feriors, familiar  with  friends  and  affectionate  with  relatives.  The 
method  of  noting  upon  a  scrap  of  paper  the  subjects  we  would 
consider  will  also  assist  us  in  making  a  good  choice  of  words  and 
acquiring  a  concise  phraseology.  It  will  also  enable  us  to  avoid 
unnecessary  repetitions,  underlinings  and  interlineations. 

A  word  or  two  noted  down,  while  an  idea  is  in  mind,  often 
prevents  an  important  item  being  forgotten,  or  suffices  to  give 
a  more  complete  expression.  Letters  may  be  said  to  consist  of 
four  parts:  the  heading,  the  introduction,  the  body  and  the 
conclusion. 

The  Beading  consists  in  the  Place,  and  the  Date,  indicating 
where  and  wht-.x  the  letter  was  written. 

The  name  of  the  place  should  embrace  the  writer's  postal  direc- 
tions, that  is,  the  name  of  the  town,  county  anil  state;  or,  if  in 
the  city,  the  number  and  street,  city  and  state;  or,  if  at  any 
well-known  hotel  or  institution,  the  name  of  the  same  before  the 
town  or  city. 

The  date  consists  of  the  month,  day  of  the  month  and  year. 
It  may  also  include  the  day  of  the  week. 

On  ruled  paper  tho  heading  should  begin  on  the  first  line,  and 
may  occupy  one,  two  or  three  lines.  The  first  line  is  generally 
an  inch  and  a  half,  or  two  inches,  below  the  top  of  the  page.  If 
the  paper  is  not  ruled  the  position  should  be  the  same. 

Letters  written  in  the  third  person  are  generally  dated  at  the 
bottom.     Social  letters  may  be  if  it  is  preferred. 

The  parts  of  the  heading  should  be  separated  by  commas,  and 
a  period  should  be  placed  at  the  end  of  the  heading,  and  after 
each  abbreviation. 

It  is  not  customary  to  write  st,  th,  or  d,  after  the  number  de- 
noting the  day  of  the  month,  when  the  year  is  expressed;  but 
when  the  latter  is  omitted,  the  letters  should  be  used. 

The  Introduction  consists  of  the  Name  and  Title  of  the  person 
written  to,  and  his  Directions;  together  with  tho  complimentary 
greeting. 

The  name  should  be  written  plainly  and  in  full.  Courtesy  re- 
quires that  some  title  should  be  annexed,  unless  the  person  is  a 
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member  of  the  Society  of  Pricndi.  The  ordiuiiy  titlea  are  Miu, 
lira.,  lir.,  and  Etq.  A  boy  is  addrened  as  Matter.  For  th« 
proper  use  of  these  and  other  titles,  see  classified  list. 

The  directions  comprise  the  name  of  town,  county  and  state; 
or,  if  in  the  city,  the  number  and  street,  city  and  state.  The 
heading  indicates  the  writer's  postal  address;  while  the  introduc- 
tion shows  the  postal  address  of  the  party  written  to.  The  com- 
plimentary phrase  used  in  gTeeting  or  saluting  the  person  ad- 
dressed, should  be  suggested  by  our  acquaintance  or  relationship, 
and  by  his  official  title.  The  common  forms  are  Sir,  liiu,  or 
Madam,  to  strangers  where  great  formality  is  required;  while 
ordinarily  Dear  Sir,  Dear  Miai or  Dear  Madam,  are  appro- 
priate whether  to  a  stranger  or  an  acquaintance.  To  friends  or 
relatives,  My  Dear,  etc.,  or  simply  Beloved,  Darling,  etc. 

The  introduction  sometimes  consists  of  the  salutatory  greeting 
alone,  in  which  case  the  address  should  be  placed  at  the  end  of 
the  letter,  forming  a  part  of  the  conclusion. 

In  btuineat  letters  not  official,  the  address  is  always  written  at 
the  top. 

In  military  and  other  official  business  letters,  the  address  is 
sometimes  written  at  the  top,  and  sometimes  at  the  bottom. 

In  ordinary  letters  to  a  stranger  or  slight  acquaintance,  the 
address  should  be  at  the  top. 

The  address,  if  at  the  top,  should  be  placed  on  the  left  of  the 
first  or  second  line  below  the  date.  It  may  occupy  two  or  more 
lines,  the  first  containing  the  name  and  title  alone.  (Sea  specimen 
letters.) 

The  parts  of  the  introductory  address  should  be  separated  by 
a  com  m,  and  a  period  placed  after  each  abbreviation,  and  at  the 
end  at  the  address. 

The  salutation  may  occupy  a  separate  line,  or  be  upon  the 
same  line  as  the  commencement  of  the  letter.  It  should  begin 
near  the  margin,  and  should  be  followed  by  a  comma,  or,  if  the 
letter  begins  on  the  same  line,  by  a  comma  and  a  dash. 

The  body  of  the  letter  is  the  communication  itself,  and  should 
commence  under  the  end  of  the  introductory  address. 

A  blank  margin  should  be  allowed  on  the  left  hand  of  each 
page. 

The  suggestion  previously  made,  for  thinking  over  beforehand, 
and  noting  down  any  important  thought  or  fact,  will  be  found 


eoDvenient  for  the  proper  arraDgement  and  presentation  of  the 
fubftanee  of  the  communication. 

The  conclusion  consists  of  the  phrase  of  endearment,  respect 
or  courtesy,  used  at  the  end  of  a  letter,  together  with  the  ligna- 
ture  of  the  writer,  and,  nbcn  not  included  in  the  introduction, 
the  addreu  of  the  person  written  to. 

As  in  the  complimentary  introduction  or  greeting,  bo  in  the 
complimentary  close,  the  particular  words  used  vary  with  the  cir- 
cumstances. The  common  forms  suitable  to  all  except  official  cr 
very  formal  letters,  are  ' '  Yours  truly, "  "  Yours  resncctf ully, ' '  or 
' '  Sinceroly  yours. ' '  Thcao  may  be  emphasized  by  very  as  ' '  Very 
truly  yours,"  "Yours  very  respectfully,"  etc. 

Thd  signature  should  be  written  plainly,  and,  if  the  letters  are 
of  importance,  should  be  written  in  full,  so  that  with  the  heading 
the  full  address  of  the  writer  may  be  known.  Many  letters  are 
detained  by  the  Post  OflBce  Department,  from  stamps  becoming 
detached,  or  for  want  of  the  proper  postage,  and  other  causes. 
These  are  opened  at  the  Djad  Letter  Office,  and  if  they  contain 
the  name  and  address  of  the  writer  are  returned  to  him.  If  spe- 
cial request  envelopes  are  used  (see  forms  of  superscription), 
they  will  be  returned  without  being  opened,  the  full  name  then 
being  only  of  advantage  to  the  person  addressed. 

In  an  o^cidl  letter,  the  writer's  designation  is  written  after  or 
below  his  name,  and  forms  a  part  of  the  signature,  thus: 

John  W.  Allen, 

Corresponding  Secretary. 


The  complimentary  close  should  commence  near  the  centre  of 
the  sheet  on  the  next  line  after  the  end  of  the  letter  or  com- 
munication, and  may  occupy  one,  two  or  three  lines,  the  signature 
following  on  the  next  line. 

If  the  address  of  the  person  written  to  has  not  formed  a  part 
of  the  introduction,  it  should  commence  at  the  marginal  line  on 
the  next  line  below  the  signature. 

The  Superscription  should  be  so  written  that  the  upper  half 
of  the  envelope  may  receive  the  postmark  without  defacing  the 
writing.  The  following  models  of  superscription  are  given  to 
show  the  prescribed  etiquette,  in  the  appearance  of  the  Outside 
Address,  the  Address  itself  being  the  same  as  given  in  the  letter: 
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Geo.  A.  Fox,  Esq., 
Chester, 

Jasper  Co., 
N.Y. 

Mrs.  Sarah  Eviing, 

122  Marion  Street, 
Wilmington, 
'/o  Mrs.  John  Hart.  Del. 

It  will  be  obmrred  i:i  these  forma  difFerent  titles  are  used,  the 
directiona  comprise  town,  county  and  state;  city  and  state,  with 
street  and  number;  also  to  the  care  of  another  person. 

If  enclosing  a  letter  of  introduction,  leave  the  envelope  nn- 
sealcd,  and  in  the  lower  left-hand  corner  write  the  name  of  the 
person  introduced. 

Messrs.  Hart  &  Lee, 

44  Park  Place, 
Introducing  New  York. 

Mr.  Ray  Law. 

If  a  letter  is  sent  by  a  friend,  the  name  of  the  bearer  ia  ako 
written  in  tlie  lower  left-baud  corner. 

Special  request  envelopes  are  those  bearing  the  name  and 
address  of  the  writer,  written  or  printed,  with  time  specified  for 
return  if  not  delivered.  They  are  not  advertised  or  sent  to  the 
Dead  Letter  office. 
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Messrs.  Day  Gf  Rose, 

Springfield, 
Kindness  of  Mass. 

Mr.  J.  Horn. 


X.    FOBTAL   0ABD8 

Many  of  the  forniBlitios  of  letter  nrritind  nro  ilispcincil  with 
In  the  UK  of  PoHtal  ranis,  anil  no  »[>ci>inl  attention  paid  to  atyle. 
The  address  or  postal  diroctinn  of  the  person  for  whom  it  is  in- 
tendec'  is  all  that  is  allowed  upon  the  fuce,  or  upper  side  of  tho 
card.  Upon  the  bacit,  or  reverso  side,  the  communication  is 
written.  The  place  where  written,  and  date,  together  with  tho 
signature,  should  always  appear  with  the  eommuiiicatioD.  The 
Postal  card  should  never  be  used  for  matters  of  -.i  specially  im- 
portant or  private  nature.  The  Postal  Department  makes  no 
provision  for  its  return,  in  case  of  non-delivery  at  tho  place  of 
destination. 

XL    THE   FBOFEB  USE   OF   TITLES 

Titles  of  respect  and  courtesy  are  of  universal  application,  and 
are  usually  employed  in  polite  intercourse,  unless  superseded  by 
some  professional  or  official  title.  To  omit  them  in  addressini; 
others  (except  members  of  the  Society  of  Friemls),  betrays  in 
any  case  a  want  of  delicacy  and  refinement,  and  in  some  instances 
amounts  to  an  actual  rudeness. 

The  titles,  Mr.,  Master,  Mrs.,  and  Miss,  are  always  prefixed  to 
the  name;  so  also,  when  writing  to  two  or  more  persons,  are 
Messrs.,  the  plural  for  gentlemen;  and  Mmes.,  the  plural  for 
ladies;  Esq.  is  always  suffixed.  No  two  of  these  titles  can  be 
annexed  to  the  same  name;  nor  can  they  bo  used  in  connection 
with  literary,  professional,  or  military  titles,  excepting  in  the 
following  instances.  When  writing  to  a  clergyman,  whose  sur- 
name alone  is  known  to  us,  we  may  write  "Bet).  Mr.  "  the 

Mr.  being  in  this  case  regarded  as  a  substitute  for  the  Christian 
name,  and  if  a  married  man  has  a  professional  or  literary  title 
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prcflxeil  to  hit  name,  Mri.  may  he  imol  boforo  it  to  denote  hli 

wife,  ai  ••Mrt.  Dr.  ,"  ••Mn.  Secretary  ,"  "Jfrj.  Sen- 

ttlor  "  ••Urt.  Admiral  ." 

The  I  Sir,  Ocillemcn,  Uaitam,  and  Ladiri,  an  timjn  uMd 

witliout  tlie  name,  as  in  the  aalutation  of  a  letter. 

The  titlea,  itr,  and  Btq,,  are  commonly  uied  without  much 
•ignificanee.  There  ia,  however,  a  wider  application  allowable  to 
the  farmer;  at  it  may,  with  propriety,  be  applied  to  men  of  all 
claiaea,  whether  high  or  low;  whilu  the  latter  ia  moat  appro- 
priately applied  to  pemona  of  aomo  prominence  in  society. 

Two  or  more  professional  or  lilcrary  titles  may  bo  annexed  to 
one  uamo,  if  one  does  not  include  or  presuppose  the  other.  Thus: 
"Pro/. ,  A.M.,"  "Bev.  Vr. ,"  "Kev. ,D.D..LL.D." 

The  title  Sev.  may  be  used  before  another  professional  title 

with   The  preflxod  as  ••The  Bev.  Dr.  ,"  "The  Bev.  Prof. 

,"  ••The  Bev.  Father  .'•     The  title  Rev.  should  never 

be  used  before  the  surname.  Either  the  Christian  name  should 
be  given,  as  ''The  Bev,  John  Brown,"  or  some  other  title  ahould 
intervene,  as  In  the  above  examples.  If  no  scholastic  title  ia 
applicable,  ilr.  may  be  used,  aa  "The  Bev.  Mr.  Jonet." 

When  two  or  more  titles  follow  a  name,  they  ahould  be  written 
in  the  order  in  which  they  are  supposed  to  have  been  conferred. 

When  titles  or  degrees  applicable  to  the  same  person  are  the 
same  in  kind,  only  the  most  honorable  is  used.  When  they  differ 
in  Itind,  and  but  one  is  gi'en,  the  most  honorable  is  used;  if  all 
arc  given,  they  are  placed  in  the  order  of  their  honor  or  prece- 
dence, 

Zn.     FBAOTIOAL   HINTS 

Use  only  white  Letter  Paper,  or  what  is  known  as  C'ouHn- 
ciAL  Note. 

A  half  sheet  is  never  in  good  taste,  except  in  commercial  form. 

Use  envelopes  for  letter  paper  of  the  same  size  as  for  commer- 
cial note — a  little  longer  than  the  width  of  the  paper,  and  of  the 
same  color. 

All  letters  should  do  enclosed  in  envelopes. 

Use  only  black  ink. 

Every  letter  should  be  carefully  dated,  and  the  signature  writ- 
ten plainly. 
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Nner  form  a  Mntenee  without  particular  care. 

Be  natural.     Be  original.     Bo  brivf  ami  Fomprrhrniilvn. 

Be  careful  In  making  quotation!,  that  Xiej  nri>  i;ivi'n  correctly. 

Arold  repetltiona.     Learn  to  write  with  powor. 

Ailhere  mnit  icnipulouily  to  truthful  ttateiiicnti. 

Write  ilowly — >kil!  flrat,  then  rapidity. 

Never  write  a  letter  in  pencil. 

Excellence  ii  true  beauty. 

Be  punctual  in  answcrlnf;  your  corrcflpondcnee. 

In  replying  to  a  lettor,  notice  and  respond  to  each  point  in 
regular  order. 

When  (ending  a  letter  requiring  nn  answer  upon  jour  own 
special  busineas,  r'    •>ya  enclose  a  stamp  for  return  po;.t!i;;c. 

Keep  copiea  of  all  important  letters. 

Avoid  the  use  of  foreign  wonls  and  phrases,  also  vulgar 
language. 

Treat  an  impertincDt  letter  with  lilent  contempt. 


Zm.    lOHOB   P0INT8 

Give  the  proper  address  and  date  of  writing  at  the  head  of 
every  letter;  never  assume  that  your  correspondent  knows  your 
address  so  well  that  it  is  unneceS':.ary  to  repeat  it. 

Go  straight  to  your  main  subject  at  once,  whatever  It  may  be; 
for  therein  is  the  charm  of  all  good  writing.  Just  observe  how 
a  clever  "leader"  in  a  newspaper  arrests  your  attention  by  the 
very  first  lin-    or  certainly  by  the  first  paragraph. 

Avoid  postscripts,  for  they  are  ugly,  old  womanish,  and,  as  a 
rule,  unnecessary.  Ladies  are  said  to  write  long  letters  having 
no  meaning,  and  to  crush  into  a  postscript  the  only  matter  of 
importance  they  have  to  communicate. 

Long  letters  are  more  easi.y  written  than  short  ones,  for  con- 
densation requires  some  exercise  of  skill.  If  you  find  it  difficult 
to  compress  your  thoughts,  rewrite  your  letter,  and  with  a  little 
perseverance  you  will  soon  discover  a  great  many  heres,  and 
therea^  and  rvhiches^  and  wAats,  and  i/a,  and  hutSf  l)esides  no  end 
of  supcrfiuous  adjectives,  that  encumber  the  sense,  and  render 
many  things  more  "wonderful,"  "extraordinary,"  and  "un- 
paralleled," than  they  really  are  or  ever  will  be. 


Letters  to  be  sent  abroad  shoulil  be  written  on  thin  French 
paper  and  enclosed  in  envelopes  of  a  similar  description. 

Care  must  be  taken  in  addressing  letters  to  be  sent  to  Europe. 
The  word  "Esquire"  must  not  be  used,  because  it  is  not  gener- 
ally understood  and  night  be  regarded  as  a  surname. 

Should  yon  send  letters  to  China,  Cuba,  or  any  hot  climate, 
be  careful  not  to  use  sealing  wax,  as  it  frequently  molts  in  tran- 
sit, caut,ing  much  damage  not  only  to  your  own  packet,  but  also 
to  others  that  may  happen  to  be  in  the  same  mail-bag.  The  best 
fastening  is  gum,  or  the  old-fashioned  red  wafer.  If  you  must 
use  wax,  be  careful  to  use  only  that  which  has  been  specially 
prepared  for  the  purpose. 

Be  careful  to  put  a  stamp  on  the  envelope  at  the  top  right-hand 
comer.  Put  it  on  neatly,  not  upside  down  nor  in  a  slovenly 
manner.  Do  not  wet  it  too  much,  or  it  will  not  adhere  properly, 
and  will  probably  come  off. 

When  you  have  a  number  of  postage  stamps  to  put  on,  it  is 
best  to  wet  them  with  a  camel  's-hair  brush  dipped  in  water  (not 
made  too  wet),  as  clerks  in  business  houses  have  been  known  to 
suffer  Tevcrely  with  a  soreness  of  the  tongue  and  lips  after  wet- 
ting stamps  in  quantities.  The  same  will  apply  to  dampening 
the  adhesive  matter  of  envelopes. 

When  writing  to  a  stranger  for  information,  or  on  business 
which  only  concerns  your  own  interests,  enclose  a  stamped  en- 
velope with  your  address  on  it.  You  have  no  right  to  tax  an- 
other person's  courtesy,  or  put  him  to  the  expense  of  postage. 

Letters  which  pass  between  persons  under  engagement  of  mar- 
riage should  be  returned,  by  both  parties,  should  anything  happen 
to  cause  the  engagement  to  be  broken  off. 

Letters  of  a  kind  involving  the  character,  or  containing  secrets 
of  moment  to  others,  should  bo  destroyed.  It  is  not  just  to  pre- 
serve them,  so  that  they  may,  by  any  chance,  fall  into  strange 
hands. 

A  letter  is  the  property  of  its  writer.  It  is  private  and  con- 
fidential, and  should  not  be  thoughtlessly  exhibited  to  others.  Of 
course  you  have  no  right  to  print  a  letter  you  have  received. 

Lastly,  all  letters  should  be  replied  to  without  delay. 
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WBITINa  FOB  THZ  PRESS 


Editon  and  printers  would  regard  it  a  great  favor  if  those 
who  write  for  the  press  would  observe  the  following  rules: 

1.  Write  with  black  ink,  on  white  paper. 

2.  Make  the  pages  small,  one-fourth  that  of  a  foolscap  sheet. 

3.  Write  on  one  side  of  the  sheet  only. 

4.  Give  to  the  written  page  an  ample  margin  all  around. 

5.  Number  the  papers  in  the  order  of  their  succession. 

6.  Write  in  plain,  bold  hand,  with  less  respect  to  beauty. 

7.  Use  no  abbreviations  which  are  not  to  appear  in  print. 

8.  Punctuate  the  manuscript  as  it  should  be  printed. 

9.  For  italica  underscore  one  line,  for  small  capitals,  two; 
CAPITALS,  three. 

10.  Never  interline  without  the  caret   (/\)   to  show  its  place. 

11.  Take  special  pains  with  every  letter  in  proper  names. 

12.  Review  every  word,  to  be  sure  that  none  is  illegible. 

13.  Put  directions  to  the  printer  at  the  top  of  the  first  page. 

14.  Never  write  a  private  letter  to  the  editor  on  the  printer 'i 
copy,  but  always  on  a  separate  sheet. 
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THE  ABT  OF  SECRET  WRITINa 

Cryptography,  or  the  art  of  writing  in  secret  characters,  or 
in  cipher,  or  with  sympathetic  ink,  most  ceiciinly  demands  a 
description  in  a  work  of  this  character.  Often  in  real  life  it  may 
occur  that  very  important  information,  necessary  to  be  kept 
private  and  exclusive,  can  be  conveyed  by  the  method  detailed 
below. 

In  every  ordinary  composition,  for  every  100  of  the  letter  e 
used  there  are  200  of  x,  400  of  Ic,  800  of  b,  1,500  of  c,  4,000  each 
of  i,  n,  0  and  s,  4,330  of  o,  4,500  of  *,  and  6,000  of  e. 

A  knowledge  of  this  fact  affor.ls  a  key  to  what  seems  so  mys- 
terious to  many — the  facility  with  which  some  persons  decipher 
secret  writing.  The  least  difficult  kind  of  cipher  writing  consists 
in  the  substitution  of  arbitrary  signs  for  the  letters  of  the  alpha- 
bet. When  such  a  writing  comes  before  us,  it  is  only  necessary 
to  reflect  that  the  chances  are  greatly  in  favor  of  the  sign  which 
occurs  most  frequently  being  the  letter  e;  that  *,  a,  t,  n,  o  and  », 
are  next  to  be  looked  for,  and  so  on,  till  the  fictitious  alphabet  is 
discovered.  There  are,  however,  other  rules,  also  founded  on  the 
analysis  of  our  language,  which  greatly  facilitate  the  solution. 
Thus,  and,  the,  of,  &c.,  occur  continually,  and  these  can  be  read- 
ily detected.  The  discovery  of  a  single  letter  or  of  a  single 
word,  of  course,  assists  in  the  discovery  of  others.  It  is  in  this 
way  that  military  dispatches,  intercepted  on  the  person  of  a 
courier,  are  deciphered,  notwithstanding  that  they  have  been 
written  in  arbitrary  signs. 

Sometimes,  however,  in  order  to  increase  the  difllculty  of  solu- 
tion, a  phrase  is  chosen,  like  "Liberty  is  the  boon  of  every  man," 
containing  as  many  letters  as  the  alphabet;  I  standing  for  o,  i 
for  6,  and  so  on  to  the  final  ii,  which  represents  s.  In  this  case, 
one  letter  answers  in  the  cipher  for  several;  e,  for  instance,' 
standing  indiscriminately  for  d,  I,  and  s,  while  o  stands  for  n,  o, 
and  q.  A  process  of  patient  analysis,  however,  will  further  un- 
ravel the  mystery.  It  will  not  be  difficult  to  discover  a  few 
letters;   these  will  show  whether  the  key  is  a  phrase  or  not,  and, 


if  it  proves  to  be  a  phrase,  that  phrase  can  soon  be  guessed.  Ex- 
pert writers  in  cipher,  aware  of  the  processes  of  unraveling  cipher 
writing,  seek  to  baffle  investigation  by  omitting  the  prepositions, 
by  inventing  signs  for  terminations,  and  frequently  by  running 
words  together.  Even  this  sort  of  writing,  difficult  as  it  is  to 
nnravel,  will  yield  at  last  to  porsevering  analysis.  Sometimes  a 
Latin  or  a  French  phrase  is  selected  for  a  key;  sometimes  two 
keys  are  used  for  the  same  co^>^o8ition ;  and  sometimes  the  dis- 
patch is  written  in  a  foreign  lu.  guage.  But  no  cipher  or  ciphers 
have  yet  been  invented  which  permanently  defy  investigation. 
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THE  LEGAL  HCPOBTANOE  OF  LETTEHS 
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As  a  great  many  important  transactions  are  carried  on  chiefly 
through  the  medium  of  letters,  they  have  by  custom  become  to 
be  regarded  as  legal  testimony;  and,  in  disputed  questions, cither 
the  originals  of  letters  or  their  verbatim  copies  are  received  as 
unquestionable  evidences  of  the  facts  to  which  they  relate.  It  is 
essential,  therefore,  that  copies  of  letters  relating  to  important 
matters  should  always  be  taken;  they  should  also  be  copied  into 
a  book  kept  expressly  for  that  purpose,  in  their  regular  order,  so 
that  in  the  event  of  any  letter  being  referred  to,  it  may  be  done 
more  readily,  and  also  prove  by  the  relative  position  it  occupies 
in  the  book,  as  regards  date,  that  it  is  the  genuine  copy  of  the 
letter  sent  as  represented. 

The  posting  or  delivery  of  letters  is  another  important  feature 
in  correspondence,  and  for  this  purpose  a  book  should  also  be 
kept  in  which  the  letters  so  posted  or  delivered  should  be  en- 
tered, with  the  signature  of  the  person  who  charged  himself  with 
the  delivery  attached;  by  this  means  a  double  clue  is  furnished 
in  the  event  of  any  question  arising  respecting  the  receipt  of 
certain  communications. 

la  communications  of  very  great  moment  it  is  always  better 
where  practicable,  to  send  the  letter  by  hand,  witu  instructions 
to  the  bearer  to  deliver  it  only  to  the  person  to  whom  it  is  ad- 
dressed ;  under  such  circumstances  the  clearest  and  most  straight- 
forward evidence  is  furnished  of  the  delivery  of  the  letter. 

The  same  degree  of  importance  also  attaches  to  letters  re- 
ceived. These  should  be  folded  lengthwise,  indorsed  with  the 
writer's  name  and  address,  and  the  date  of  receipt,  and  deposited 
in  some  place  in  such  order  that  any  particular  letter  may  be 
referred  to  at  a  moment's  notice. 
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HOW  TO   WHITE  SHORT  STORIES   OR  BOOKS 


The  following  remarks  on  elegance  in  epistolary  composition 
may  be  of  interest  and  lead  to  the  diligent  study  of  various 
authors  as  a  means  of  enabling  the  student  to  compose  short 
stories  or  books;  for,  whatever  may  be  said  to  the  contrary,  every 
man 's  stylo  is  formed,  to  a  great  extent,  by  unconscious  imitation. 

Style  has  bet',  termed  "the  dress  of  thoughts."  We  would 
rather  it  should  be  understood  the  thoughts  themselves,  arranged 
in  a  clear,  connected  manner.  Kleganco  in  style,  then,  is  plainly 
an  intelligible  choice  of  words,  selection  of  terms  and  manner  of 
expression. 

To  obtain  a  correct  style,  diligently  practice  composition ;  that 
is  to  say,  the  correct  and  pleasing  expression  of  your  thoughts  in 
words.  I  do  not  mean  that  you  should  begin  by  writing  a  speech, 
that  comes  at  the  end  of  your  training;  but  learn  first  to  frame 
at  neat  sentence  in  apt  language.  Indeed,  when  you  have  achieved 
this,  you  are  almost  at  the  end  of  your  labor.  Simple  as  it  seems, 
here  lies  all  the  difficulty,  words,  sentences.  "Who  has  not 
words?"  you  say;  "who  does  not  talk  in  sentences?"  I  answer 
by  another  question:  "Who  does.?"  Try  it.  You  are,  I  believe, 
unpracticed  as  yet  in  composition,  beyond  the  writing  of  a  love 
letter  in  bad  English,  or  verses  in  worse  Latin.  Take  your  pen 
and  set  down  upon  paper  the  first  half-dozen  reflections  that  come 
into  your  mind — no  matter  what  the  subject.  Now  Tfud  what  you 
have  written.  First,  examine  the  words.  Do  they  embody  pre- 
cisely what  you  intended  to  say?  Are  tLey  fit  words,  expressive 
words — in  brief,  the  right  words?  You  must  confess  that  they 
are  not.  Some  are  altogether  wrong;  some  are  vague,  some 
weak,  some  out  of  keeping  with  the  sub.iect,  some  slovenly,  some 
too  big,  others  too  small;  strong  adjectives  are  used  •  props  to 
feeble  nouns;  and  do  you  not  sec  how  continually  you  use  three 
words  to  clothe  an  idea  which  would  have  been  far  more  effec- 
tively conveyed  in  one? 

Then  look  at  your  sentences — how  rude  they  are,  how  shape- 
less;   bo.v  they  dislouate  the  thoughts  they  are  designed  to  em- 
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body,  how  they  vex  the  tongue  to  ipcak,  and  grate  upon  the  ear 
that  liatensl  There  is  no  music,  no  rhythm,  no  natural  lequenee 
of  ideas,  scarcely  even  grammatical  accuracy.  And  mark  how  the 
sentences  are  thrown  together  without  order,  severing  the  chain 
of  thought,  this  one  having  little  connection  with  its  predecessor, 
and  none  at  all  with  its  successor. 

Are  you  now  satisfied  that  composition  is  an  art,  to  be  learned 
by  labor  and  self-training,  and  that  it  is  not  so  easy  as  talkingJ 

Being  assured  of  this  by  eiperiment,  you  will  probably  feel 
more  inclined  to  make  the  necessary  exertions  to  acquire  an  art 
that  must  be  the  foundation  of  your  studies  in  the  art  of  writing, 
and  after  this  manner  you  may  proceed  with  your  task. 

Be  content  for  a  time  with  writing  down  the  thoughts  of  others, 
and  this  for  a  special  purpose  that  will  presently  be  shown. 

Take  a  writer  of  good  English— Dickens,  Irving,  Thackeray— 
and  read  half  a  page  twice  or  thrice;  close  the  book  and  write 
in  your  own  words  what  you  have  read;  borrowing,  nevertheless, 
from  the  author  so  much  as  you  can  remember.  Compare  what 
you  have  written  with  the  original,  sentence  by  sentence  and  word 
by  word,  and  observe  how  far  you  have  fallen  short  of  the  skill- 
ful author.  You  will  thus  not  only  find  out  your  own  faults,  but 
you  will  take  the  measure  of  them  and  discover  where  they  lie, 
and  how  they  may  be  mended.  Repeat  the  lesson  with  the  same 
passages  twice  or  thrice,  if  your  memory  is  not  filled  with  the 
words  of  the  author,  and  observe  at  each  trial  the  progress  you 
have  made,  not  merely  by  comparison  with  the  original,  but  by 
comparison  with  the  previous  exercises.  Do  this  day  after  day, 
changing  your  author  for  the  purpose  of  varying  your  style,  and 
continue  to  do  so  long  after  you  have  passed  on  to  the  second 
and  more  advanced  stages  of  your  training.  Preserve  all  your 
exercises  and  occasionally  compare  the  latest  with  the  earliest, 
and  so  measure  your  progress  periodically. 

In  the  first  lesson  I  pray  you  to  give  especial  attcntioa  to  the 
words,  which,  to  my  mind,  are  of  greater  importance  than  the 
sentences.  Take  your  nouns  first  and  compare  them  with  the 
nouns  used  by  the  author.  You  will  probably  find  your  words  to 
be  very  much  bigger  than  his,  more  sounding,  more  far-fetched, 
more  classical,  or  more  poetical.  All  young  writers  and  speakers 
fancy  that  they  cannot  sufficiently  revel  in  fine  words.  Compari. 
■on  with  the  great  masters  of  EngUsh  will  rebuke  this  pomposity 


Short  Stories  or  Books 


81 


of  inexperience  and  chasten  your  aspirations  after  magniloquence. 
You  will  discover  to  your  surprise  that  our  best  writers  cschev 
big  words  and  abhor  fine  words.  Where  there  is  a  choice  they 
prefer  the  pure,  plain,  simple  English  noun — the  name  by  which 
the  thing  is  known  to  all  their  countrymen,  and  which,  therefore, 
is  instantly  understood  by  every  audience.  The  great  authors 
call  p  spade  "a  spade;"  only  small  scribblers  or  penny-a-liners 
term  it  "an  implement  of  husbandry."  If  there  is  a  choice  of 
names,  good  writers  prefer  the  homeliest,  while  you  select  the 
most  uncommon,  supposing  that  you  have  thus  avoided  vulgarity. 
The  examples  of  the  masters  of  the  English  tongue  should  teach 
you  that  commonness  (if  i  may  be  allowed  to  coin  a  word  to 
express  that  for  which  I  can  find  no  precise  equivalent)  and  vul- 
garity are  not  the  same  in  substance.  Vulgarity  is  shown  in 
assumption  and  affectation  of  language  quite  as  nmch  as  in  dress 
and  manners,  and  it  is  never  vulgar  to  be  natural.  Your  object 
is  to  be  understood.  You  will  bo  required  to  ad<lress  all  sorts 
and  conditions  of  men;  to  be  successful  you  must  write  in  a  lan- 
guage thit  all  classes  of  your  countrymen  can  understand. 

Then  for  the  sentences.  l/ook  closely  at  their  construction, 
comparing  it  with  that  of  your  author;  I  mean,  note  how  you 
have  put  your  words  together.  The  best  way  to  do  this  is  to 
write  two  or  three  sentences  from  the  book  and  interline  your 
own  sentences,  word  by  word,  as  nearly  as  you  can,  and  then  you 
will  discover  what  are  your  faults  in  the  arrangement  of  your 
words.  The  placing  of  words  is  next  in  importance  to  the  choice 
of  them.  The  best  writers  preserve  the  natural  order  of  thought. 
They  sedulously  shun  obscurities  and  perplexities.  They  avoid 
long  and  involved  sentences.  Their  rule  is  that  one  sentence 
should  express  one  thought,  and  they  will  not  venture  on  the  intro- 
duction of  two  or  thiee  thoughts,  if  they  can  help  it.  Undoubt- 
edly this  is  often  extremely  difficult — sometimes  impossible.  If 
you  want  to  qualify  an  assertion,  you  must  do  so  on  the  instant; 
but  the  rule  should  never  be  forgotten  that  a  long  and  involved 
sentence  is  to  be  avoided  wherever  it  is  practicable  to  do  so. 

Another  lesson  you  will  doubtless  learn  in  the  comparison  of 
your  composition  with  that  of  your  model  author.  You  will  see 
a  wonderful  number  of  adjectives  in  your  own  writing  and  very 
few  in  his.  It  is  the  besetting  sin  of  young  writers  to  indulge 
in  adjectives,  and  precisely  as  a  man  gains  in  experience  do  his 
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adjective.  d.m.nl,h  in  number.  The  noun,  are  never  left  to 
!^  *"  «''™«'lve».  It  i>  curious  to  talte  up  any  newpaper 
and  read  the  paragraph,  of  new,,  especially  if  they  are  clipped 
from  a  provincial  journal,  or  supplied  by  a  penny-a-liner.  You 
wil  rarely  ,.e  a  noun  standing  alone,  without  one  or  more  ad- 
ec  ive,  preflxt  I.  Be  assured  that  this  is  a  mistake.  An  ad- 
jective should  ne^^r  be  used  unless  it  is  essential  to  correct  de- 
Bcription.  As  a  gen,  ral  rule,  adjectives  add  little  strength  to  the 
noun  they  are  set  to  t-op,  and  the  multiplication  of  them  is  al- 
way,  enfeebling.  The  va.t  majority  of  nouns  convey  to  the  mind 
a  much  more  accurate  picture  of  the  thing  they  signify  than  you 
can  possib^  paint  by  attaching  epithets  to  them.    A  river  i,  not 

cX"™  l,^  *"  ""''""'"•'  "^  "flowing;"  the  sun  by  being 
caUed  "the  glorious  orb  of  day;"  the  moon  by  the  style  "gen 
tie;  "   or  a  hero  by  the  term  "gallant  " 

When  you  have  repeated  this  lesson  many  times,  and  find  that 
you  can  write  with  some  approach  to  the  purity  of  your  author   • 
you  should   attempt   original   composition.  '  In 'the  ^nnteg   U 
would  be  prudent,  perhaps,  to  borrow  the  idea,,  but  to  put  them 
nto  your  own  language.     The  difficulty  of   this  consists  in   th" 

lnco?J  ,  :  """'  '"  "■""""'  """""y  *»'  ■-™«-  aoJ  thul 
unconsciously  to  copy  the  language  as  well  as  the  thought,  of 

pros  tT  tale'  f  "'"7  '"  """  ""'  '^  *°  '"-"'^  P^''^  -  » 
Sethi,  \  •°'""'"''  "  P"^'  "'  """"^^  •»  verse  and 
relate  the  same  story  in  plain  pro.c.  This  will  make  you  familiar 
mth  the  art  of  composition,  only  to  be  acquired  by  practice-  and 
writinro/ ^tr  "' -^  r"^  ''"''  "'  rour'educatio'n'in  the  ;rt  0 
rar  r  t'hn!  '^  ^"^  '"  °  ^'"^^  '""^"'S''  *'"'  ""'"g"*'  "t  other, 
fau  Your'fLn"^'  '?  """/™  ""  ""''"  ""'^  *»  "'—  y-' 

fre  1/  ^  '°™  ^"  y""  '"^■'  "^"^  "  ^"'h  that  you 

are  really  incompetent  to  form  a  judgment  of  their  worth,  or  o^ 
the  correctness  of  the  language  in  which  they  are  embodied     The 

c  mrto^thr  "■'.:,  "^'T'-"™  -^  ^ar.  Bo„ks  continual^ 
come  to  them,  written  by  men  who  are  not  mad,  who  probably 
are  aufficiently  sensible  in  the  ordinary  business  of  life,  who  se^ 
clearly  the  faults  of  other  books,  who  would  have  laugheHud 
over  the  same  pages  if  placed  in  their  hands  by  another  writer 
.:  '  Tf ''"-'^"'  "'  """'y  "-'"'le  to  recognte  the  ab 
surdities  of  their  own  handiwork.  The  reader  is  s^i^risld  tha 
any  man  of  common  intelligence  could  indite  such  a  mTze  of  non 
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wetae,  where  the  right  word  li  neyer  to  be  found  in  the  right 
place,  and  thia  with  inch  utter  uncoMCiousneia  of  incapacity  on 
the  part  of  the  author.  Still  more  !■  ho  amazed  that,  even  if  a 
■enaible  man  could  »o  write,  a  sane  man  could  read  that  com- 
position in  print  and  not  with  ahamo  throw  it  into  the  fire.  But 
the  explanation  is,  that  the  writer  knew  what  he  intended  to  say, 
his  mind  is  fall  of  thai,  and  he  reads  from  the  MS.  or  the  type, 
not  so  much  what  is  there  set  down,  as  what  was  already  floating 
in  his  own  mind.  To  criticize  yourself  you  must,  to  some  extent, 
forget  yourself.  This  is  impracticable  to  many  persons,  and,  lest 
it  may  be  so  with  you,  I  advise  you  to  begin  by  putting  the 
thoughts  of  others  into  your  own  langimgo  before  you  attempt  to 
give  formal  expression  to  your  own  thoughts. 
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BUSINESS  LETTERS 

Baiineu  letters  ahould  be  written  plainly,  with  the  utmoat 
clearneas,  and  ahould  bo  expreaaive  of  no  aentimenta  other  than 
the  nature  of  the  buaincaa  demands.  Mattera  of  a  aocial  or 
domeatic  nature  are  very  rarely  inaerted,  and  whenever  made  uae 
of  should  follow  the  aignature  aa  a  note,  or  written  on  a  aeparate 
ahect  of  paper. 

Brevity  and  conciaencas  are  especially  important,  yet  words 
eaaential  to  the  grammatical  accuracy  ahould  not  be  omitted. 
Expression  of  kintl  wishes  or  other  courtesy  ahould  be  observed 
when  circumstances  require  them. 

The  newest  thing  in  modern  letter  writing  is  to  make  a  aep- 
arate letter  for  each  subject;  or,  in  the  case  of  many  depart- 
ments or  divisions  on  one  subject,  to  use  center  headings  set  off 
by  a  space  above  and  below.  This  course  will  stamp  the  writer 
as  a  careful,  thorough  business  man,  and  will  save  much  time 
and  annoyance  to  concerns  that  have  their  business  divided  into 
departments. 

The  heading  of  a  business  letter  ahould  contain  the  name,  busi- 
ness, and  address  of  the  writer  or  firm,  and  the  date;  all  of 
which  is  usually  printed  or  engraved,  except  the  date. 

If,  it  is  necessary  to  write  the  heading,  it  should  be  placed  in 
the  left-hand  center  corner  of  the  paper,  about  one-half  inch 
from  the  top.  The  date,  however,  in  all  letters,  should  be  placed 
at  the  right. 

Too  much  attention  canm.^  be  given  to  thoroughness  in  business 
letter  writing.  Do  not  leave  out  a  single  detail  necessary  to  the 
complete  understanding  of  the  subject.  Do  not  forget  dignity 
of  language,  and,  above  all,  be  prompt  with  replies. 

I.  Busnniss  8ai.utationb 

A  firm  name  consisting  of  two  or  more  names  of  individuals 
should  be  preceded  by  the  word  Messrs.,  as: 
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Uuir$.  Baigkt,  Beekel  and  Boll, 

tS  Wat  Broadway,  Kew  York  City. 
Gentlemen: 

If  a  corporation  or  a  company,  the  final  word  ghould  not  be 
abbreviated,  nor  the  prefix  "The"  uacd  unle'i  it  is  known  to  be 
a  part  of  the  firm  name,  as: 
Educational  Publishing  Company, 

tS  Tenth  Street,  New  York  City. 
Gentlemen: 

If  an  individual,  the  name  should  be  preceded  by  "Mr.,"  and 
the  salutation  should  bo  "Dear  Sir:"   as, 
Jfr.  Jamea  Pinkerton, 

S  Montgomery  Street, 

Jersey  City,  N.  J. 
Dear  Sir: 

It  addressing  a  lawyer   the   "Mr."  should  be   omitted    and 
'*Esq."  added,  as: 
John  T.  Bomeyn,  Esq., 

Chicago,  111. 
Dear  Sir: 

If  addressing  a  Member  of  Congress  or  a  Judge  the  following 
is  proper: 
Eon.  James  Coxington, 

Washington,  D.  C. 
Bonorable  Str: 

A  minister  should  be  addressed  thus: 
Bev.  James  Cloud, 

Bancroft,  Haas. 
Beverend  Sir: 

When  a  letter  requires  the  special  attention  of  a  certain  iudi- 
vidual,  or  member  of  the  firm  addressed,  one  of  the  following 
forms  may  be  used: 

Messrs.  Jones  #  Billman, 

Montgomery,  Ala. 
Mr.  F.  A.  Jones,  Manager, 
Dear  Sir: 
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Search  Pubtithing  Company, 

13  New  Street,  Chicago,  III. 

(Attention  of  Mr.  Furnm.) 

OentUmen : 

XL    THB   BODY  OF  THE   BUBINB88  LBTTBB 

If  the  letter  ia  to  be  a  ihort  one,  make  the  Hne«  narrow,  leaving 
wide  margini  on  both  eidoa  of  the  writing.  Spaces  between  the 
linee  should  be  liberal  and  uniform.  An  eilra  epace  ia  sonietimea 
placed  between  paragraphs,  but  thia  ia  not  necessary  unless  spaces 
are  entirely  omitted  between  the  lines  of  the  paragraph. 

The  second  and  succeeding  pages  of  a  letter  ibould  be  written 
on  plain  paper,  and  the  initials  of  the  writer  and  the  addressed, 
together  with  the  number  of  the  page,  placed  at  the  top  left  aide. 

AfHies  St,  rd,  th,  nd,  are  seldom  used  aft»r  figures,  eicept  when 
followed  by  such  words  as  "inatant,"  "ultimo,"  or  "proximo," 
as  "Replying  to  yours  of  the  20th  inst." 

Inttant  (inst.)  means  the  present  month. 

Vliimo  (ult.)  means  last  month. 

Proximo  (proz.)  means  the  coming  month. 

Abbrev'atlona  should  not  be  used  freely.  The  following  are 
the  only  permiasible  words: 

Inst.,  ult.,  prox..  No.  (number  when  preceding  figures),  o.  b., 
c.  0.  d.,  Rev.,  Prof,  (when  followed  by  name),  and  Hon. 

The  closing  sentence  should  begin  a  new  paragraph,  and  should 
be  followed  by  a  comma,  as; 

"Awaiting  an  early  reply," 

m.    THB   0ON0LU8IOK 

The  following  may  be  used  in  closing,  varied  to  suit  the  condi- 
tions : 

Cordially  yours, 
Sincerely  yours, 
Respectfully  yours. 
Faithfully  ynnrs. 
Truly  yours, 
Very  truly  youra, 
Very  respectfully  youri, 
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Youn  truly, 

Youn  mpectfully, 

Touri  very  truly, 

Youn  vory  retpcctfully. 

Do  not  omit  the  word  "youm,"  an:  "Very  truly,"  "Very 
ilncerely,"  etc. 

Do  not  cloie  with  "Your«,  4c." 

Do  not  UM  a  complimentary  cloic  in  letters  having  no  aaluta- 
tion,  ai  lettera  of  recommendation,  reports,  etc. 

Do  not  UBO  the  word  "remain"  in  the  complimentary  eloBO 
nnleM  you  have  had  previoui  corrcipondence  with  the  addreiied. 

IV.    THE   BIOKATrmB 

When  a  partnership  firm  name  is  aij^ned  by  a  member  of  the 
firm,  the  initials  of  the  writer  should  be  placed  under,  and  to  the 
''^H  side  o^,  the  sipiature. 

When  a  corporation  title  is  used,  tho  writer  should  plac:^  hil 
name  and  title  under  the  firm  name,  as  in  Form  2. 


V.     ADOBESSINQ   THE    ENVELOPE 

The  name  should  bo  placed  in  the  middle  of  the  envelope. 

Each  of  the  succeeding  lines  should  begin  a  little  farther  to  the 
right. 

The  st.eet  and  number  should  occupy  a  line  exclusively,  as 
should  also  the  name  of  the  city  or  town,  and  the  State. 

If  the  town  is  small  and  unimportant,  the  county  should  be 
added,  at  the  bottom  left,  as  in  the  following  form: 

Mr.  John  C.  Hartley, 

3245  Nineteenth  Street, 
Cleveland, 
Cleveland  County,  Ohio. 
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It  is  not  legally  necessary  to  say  on  a  note,  "For  value  re- 
ceived. ' ' 

A  note  drawn  on  Sunday  is  void. 

A  note  obtained  by  fraud,  or  from  a  person  in  a  state  of  in- 
toxication, cannot  be  collected. 

If  a  note  be  lost  or  stolen,  it  does  not  release  the  maker;  he 
must  pay  it. 

An  indorser  of  a  note  is  exempt  from  liability  if  not  served 
with  notice  of  its  dishonor  within  twenty-four  hours  of  its  non- 
payment. 

A  note  given  by  a  minor  Is  void. 

Notes  bear  interest  only  when  so  stated. 

Principals  are  responsible  for  the  acts  of  their  agents. 

Each  individual  in  a  partnership  is  responsible  for  the  whole 
amount  of  the  debts  of  the  firm. 

Ignorance  of  the  law  excuses  no  one. 

It  is  fraud  to  conceal  a  fraud. 

The  law  compels  no  one  to  do  impossibilities. 

An  agreement  without  consideration  is  void. 

Signatures  made  with  a  lead  pencil  are  good  in  law. 

A  receipt  for  money  paid  is  not  legally  conclusive. 

The  acts  of  one  partner  bind  all  the  others. 

Contracts  made  on  Sunday  cannot  be  enforced. 

A  contract  made  with  a  minor  is  void. 

A  contract  made  with  a  lunatic  is  void. 

Never  fail  to  take  a  receipt  for  money  paid,  and  keep  copies 
of  your  letters. 

Do  your  business  promptly,  and  bore  nut  a  business  man  with 
long  visits. 

Law  is  a  trade  in  which  the  lawyers  eat  the  oysters  and  leave 
the  clients  the  shells. 

Caution  is  the  father  of  security. 

He  who  pays  before-hand  is  served  behind-hand. 
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If  you  would  know  the  value  of  a  dollar  tr    to  borrow  or.-v 

No  man  can  be  successful  who  neglects  his  lii-rt.n'ss. 

Do  not  waste  time  in  useless  regrets  over  losses. 

Systematize  your  business  and  keep  an  eye  on  little  expenses. 
Small  leaks  sink  great  ships. 

An  hour  of  triumph  comes  at  last  to  those  who  watch  and  wait. 

Word  by  word  Webster's  big  Dictionary  was  made. 

Speak  well  of  your  friends — of  your  enemies  say  nothing. 

If  you  post  your  servants  upon  your  affairs  they  will  one  day 
renl  you. 

Be  silent  when  a  fool  talks. 

Give  a  foolish  talker  rope  enough  and  he  will  hang  himself. 

Never  speak  boastingly  of  your  business. 

Botbschild,  the  founder  of  the  world-renowned  house  of  Roth- 
schild &  Co.,  ascribed  his  success  to  the  following; 

Never  have  anything  to  do  with  an  unlucky  man. 

Be  cautious  and  bold. 

Make  a  bargain  at  once. 

1.    Without  Printed  Letterhead 

K.   A.    HILLIABD, 

TINSMiTH    ft    PLUMBER, 

NEW   HAVEN,  CONN. 

January  30,  19 — . 
Mb.  James  PERonsoN, 

New  Haven,  Conn. 
Dear  Sir:— In  reply  to  your  request  of  the  29th  inst.  for  two 
No.  24  Goss  Valves  for  your  heater,  I  beg  to  inform  you  that  the 
order  for  these  parts  has  gone  forward,  and  that  as  soon  as  I 
receive  them  I  will  lose  no  time  in  making  the  installation. 
Thanking  you  for  the  order,  I  remain 

Very  sincerely  yours, 

A.    B.   GlNNET. 


2.    Printing  Order,  Showing  Department  Heading 

EuTK  Printinq  Company, 

142  Jane  Street,  Chicago,  111. 
Gentlemen  : 
We  are  lending  to-day  by  Parcels  Post  Ms.  for  Bathbome'l 


40 


Hoijc  to  Write  a  Letter 


"History  of  Ancient  Greece,"  which  please  proceed  to  set  anj 
print,  to  the  following  specifications: 

TYPESETTING 

Set  in  ten  point,  any  modern  face,  with  two-point  lead.  Size 
of  page,  23  x  37  picas.  Footnotes  in  eight  point,  leaded  one  point. 
Send  two  sets  of  galley  proofs,  on  return  of  which  we  will  give 
paging  instruction. 

PRESSWOEK 

Bun  one  thousand  copies  from  the  type,  after  which  lay  same 
away  until  we  can  decide  if  a  second  edition  will  be  necessary 
Great  care  should  be  exercised  as  to  uniformity  of  color  and 
register. 

BINDING 

Bind  five  hundred  in  half  leather,  with  gilt  tops,  and  five  hun- 
dred in  red  cloth.    Dies  will  be  forwarded  in  a  day  or  two. 

PACKING    AND    SHIPPING 

Pack  in  cases  of  one  hundred  each  and  ship  to  our  address  as 
above. 

Trusting  this  order  will  receive  your  prompt  attention,  we  re- 
main 

Very  sincerely  yours. 

Patriotic  Publishing  Company, 

By 

President, 
3.    Ordering  Books  from  a  Publisber 

Des  Moines,  Iowa,  May  4,  19 . 

J.  D.  Ammon  &  Co., 

150  William  Street, 

New  York  City. 
Gentlemen : 
Please  forward  to  mo,  by  express,  the  following  booka,  for 
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which  I  enclose  money  order  for  $3.70,  25c.  of  which  amount  I 
have  allowed  for  express  charges: 

6  Jaeger's  Copy  Books $  .60 

1  No.  23  Reader 1.00 

1  Standard  Arithmetic 25 

1  Standard  Atlas  with  Maps 30 

1  Foss  Geography,  Revised        .        .         .         .1.00 
1  Dick's  Grammar 30 


$3.45 


Requesting  your  prompt  attention, 


Yours  very  truly, 

Harold  B.  Deebino. 


4.    Bcqnest  for  Catalog 

LiTTLESTowK,  Mp.,  May  23,  19 — . 
Ddooan  Hardwabe  Company, 

325  Reade  Street,  New  York  City. 
Gentlemen : 

Will  you  please  forward  to  me  a  catalog  of  your  complete  line, 
and  any  other  literature  issued  by  your  firm  bearing  i  pon  the 
hardware  business.  I  am  buying  most  of  my  stock  in  Philadel- 
phia, but  will  be  pleased  to  give  you  a  part  of  my  business  if  the 
quality  of  your  goods  and  the  prices  offer  any  material  advan- 
tages over  the  firms  I  am  now  dealing  with. 
Thanking  you  for  your  prompt  attention. 

Very  sincerely  yours, 

James  B.  Denkis. 


6.    Bepl7,  Catalog  Having  Been  Bent 

Mb.  James  B,  Dennis, 

Littlestown,  Md. 
Dear  Sir: 

We  send  you  by  to-day's  mail,  under  separate  cover,  our  Gen- 
eral Catalog,  together  with  a  recent  supplement,  and  various  cir- 
culars describing  specialties.     We  trust  our  prices  will  interest 
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you,  and  do  not  hesitate  to  assure  you  that  the  service  and  the 
quality  of  our  Roods  will  meet  with  your  entire  approval. 
A'vuitiug  your  commands,  we  beg  to  remain 
Yours  ver;    ..ujy, 

DuooAN  Hardware  Company. 


By. 


President. 


6     Bequest  foi  Filce  liist 


Kalamazoo,  Mich.,  May  12,  19 — . 
Messrs.  Hool  &  Lee, 

Broadway,  Nfw  York. 
Gentlemen:— I  have  recently  leased  a  store  in  this  place,  which 
I  am  at  present  liiHng'  up  and  stocking  with  a  full  line  of  Gen- 
'SfBii '  ""'  Hardware  and  Sporting  Goods.     Please  oblige  me  with  your 

|ji|w'l|  '"'"'*  ''^''  ^'^  *''"'  *''™''  "'•  yo'"'  earliest  convenience. 

Hi   (  ^  ^"'  respectfully  yours, 

I"    1  A.   J.  SULLMAN. 

?.    Reply,  Enclosing  Same 

New  York,  May  18,  19 — . 
A.  J.  Sdllman,  Esq., 

Kalamazoo,  Mioh. 
Dear  Sir:— Yours  of  the  12th  inst.  received.  We  enclose  price 
list  with  terms  marked  against  the  several  lines.  We  believe  you 
can  make  a  satisfactory  selection  from  our  stock,  and  would  like 
you  to  examine  it  if  you  car.  find  it  convenient  to  do  so.  If  not, 
we  shall  endeavor  to  fill  any  order  with  which  you  may  favor  us, 
agreeable  with  instruction3.  We  shall  require  Bank  Draft  on 
New  York  for  the  amount  of  the  order,  or  good  reference. 

We  are,  respectfully, 

Hool  &  Lee. 

8.    Ordering  Goods 

Kalamazoo,  Mich.,  May  21,  19 . 

Messrs.  Hool  &  Lee, 

Broadway,  New  York. 
Gentlemen:— Y OUT  favor  of  the  18th  inst.  with  price  list  re- 
ceived.    I  am  unable  at  present  to  come  to  New  York  for  the 
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Bcleetion  of  my  stock,  and  believe  it  unnecessary,  as  I  am  quite 
willing  to  leave  the  selection  to  yourselves.  T  enclose  onlc.-,  to 
which  you  will  please  give  your  earliest  attcnnon,  anil  forv.ard 
with  as  little  delay  as  possible,  as  per  shipping  directions  at- 
tached. Send  only  choice  goods,  and  drnw  at  pleasure,  allowing 
cash  discounts.  I  beg  to  refer  you  to  K.  B.  Olson  &  Co.,  J.  P. 
Smith  ft  Co.,  and  Rudolph,  Brown  &  Co. 

Yourp  very  truly, 

A.  J.  Sm-LMAN. 

&.    Bnilness  Bequest  of  a  Friend 

Datton,  Ohio,  Juno  9,  19 — . 

James  Smith,  Esq., 

Slieboygan,  Wis. 
My  Dear  Jomcs:— Entertaining  an  idea  of  immigrating  to 
Madison,  Wis.,  and  there  conducting  a  business  similar  to  your 
own,  I  take  the  liberty  of  an  old  friend  in  asking  your  opinion 
„n  that  location  for  the  trade,  and  shall  gratefully  acknowledge 
any  information  you  can  give  me  as  to  the  business  being  done 
in  that  aection  at  the  present  time. 

Will  you  also  oblige  me  with  your  views  as  to  the  expediency 
of  a  further  consideration  of  this  subject. 
With  best  wishes,  I  remain 

Sincerely  yours, 

H.  L.  Williams. 


10.    Inciulry  Concerning  Sbipment 

Poet  Washington,  Wis.,  Aug.  30,  19—. 

Geo.  Root,  Esq., 

Galveston,  Texas. 
Dear  Sir:  I  have  a  large  quantity  of  apples  that  I  would  like 
to  place  in  the  hands  of  a  good  Commission  Merchant  in  your 
city.  Would  you  be  kind  enough  to  give  my  address  to  some 
good  pirty,  di.ecting  them  to  report  present  state  of  the  market, 
and  advise  what  expense  attends  the  handling  of  the  fruit  after 
arrival  f 
Thanking  you,  I  arj 

You^i^  very  truly, 

H.  y.  Maoinn. 
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11.    Answei  to  tlie  Fonsoing 

Galveston,  Texas,  Sept.  2,  19 — . 
H.  P.  Maoinn,  Esg., 

Port  Washington,  Wis. 
Dear  Sir: — Your  favor  of  the  30th  nit.  received,  and  we  have 
handed  the  same  to  Messrs.  Goodman  &  Co.,  requesting  them  to 
respond  to  your  inquiries.    They  nave  a  good  reputation  as  com- 
miuuion  deaJers,  and  will,  I  think,  give  satisfaction. 

I  am  yours  truly, 

Geo.  Boot. 


12.    Oommisslon  Merchant  Soliciting  Consignments 

Galveston,  Texas,  Sept.  15,  19 — . 
,  H.  P.  Maoinn,  Esg., 

ilif  I  Port  Washington,  Wis. 

Dear  Sir: — Mr.  Boot  handed  us  your  letter  of  the  30th  ult., 
in  which  you  ask  the  market  report  on  apples,  also  expenses  at- 
tending them,  to  which  we  reply: — 

Greenings  are  offered  at  from  $2.25  to  $2.75  per  barrel,  hand 
picked  and  carefully  packed. 

Our  commission  is  five  per  cent,  on  sales:  the  usual  charges 
for  carting  from  boat  to  store,  and  labor  hire  in  store,  amounting 
to  six  cents  per  barrel,  are  additional. 

We  should  be  pleased  to  hear  from  you  further,  and  will  try 
and  make  satisfactory  sales  should  you  entrust  us  with  your 
shipments. 

Very  sincerely  yours, 

Goodman  &  Co. 


13.    BUpment  of  Apples  on  OommiBsion 

PoBT  Washington,  Wis.,  Sept.  30,  19 — . 
Goodman  &  Co., 
Galveston,  Texas. 
Gentlemen: — Your  favor  of  the  15th  inst.  received.    I  have  to- 
day shipped  to  your  consignment  two  hundred  barrels  of  apples 
(greenings)  by  C.  B.  &  Q.  B.  B.,  due  in  your  city,  at  their  pier, 
en  the  2d  prox. 
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Please  take  them  in  charge,  and  sell  to  the  best  advantage, 
hoUlinR  proceeds  subject  to  my  order. 
Advise  mo  upon  receipt  of  fruit. 

Very  truly  yours, 

H.   P.  Maoinh. 

U.    Acknowledging   Receipt   of   Consignment 

Galveston,  Texas,  Oct.  2,  19—. 
H.  P.  MiOiNN,  Esq., 

Port  Washington,  Wis. 
Dear  Sir.-— W©  have  your  favor  of  the  30th  ult.  notifying  us 
of  shipment  of  200  barrels  apples  by  C.  B.  &  Q.  R.  B.  The 
fruit  arrived  in  good  order,  and  is  now  in  store.  Have  several 
barrels  opened,  quality  and  packing  satisfactory.  Wo  will  for- 
ward account  of  sales  as  soon  as  closed  out.     We  remain 

Yours  very  truly, 

Goodman  &  Co. 

16.    Eecommending  Successors  on  Eetiring  from  BuslnesB 
Frankfort,  Conn.,  July  9,  19 — . 

Messrs.  Goenthee  &  Co., 

Detroit,  Mich. 
GenUemen:—It  is  with  some  feelings  of  regret  that  wo  an- 
nounce to  our  friends  the  relinquishment  of  our  interest  in  this 
business  with  the  expiration  of  the  next  month.  Our  stock  and 
premises  will  be  at  that  time  (September  1,  19-)  transferred  to 
Messrs  Jones  &  Co.,  whom  we  cheerfully  present  to  your  notice, 
and  feel  it  our  duty  to  recommend  them  for  a  continuance  of 
your  confidence.  The  members  of  this  firm,  having  been  clerks 
with  us  for  several  years  past,  are  in  every  way  efficient  and 
capable  of  continuing  the  business. 

Yours  very  truly, 

Haebt  p.  Thorn  &  Co. 

16.    Letter  from  a  Commercial  Traveler 

Stanton  House, 

Milwaukee,  Wis.,  Aug.  29,  19—. 

MissBS.  Kavanauoh  &  Co., 

New  York,  N.  Y. 
GtntUmen:—!  arrived   from  Los  Angeles  yesterday,  after  s 


Bomewhat  disagreeable  ride,  the  weather  having  been  extremely 
not,  and  the  roads  very  dusty. 

I  have  called  npon  some  of  the  trade,  and,  judging  from  the 
^w  stock  of  goods  in  their  hands,  I  shall  take  some  large  orders 
There  is  a  better  feeling  among  the  leading  houses  than  I  ci 
pected. 

I  called  upon  Messrs.  A.  J.  K.  &  Co.,  agreeable  with  your  in- 
Btructions,  but  was  not  favorably  impressed  with  them,  their  store 
and  stock  having  a  very  slack  appearance,  and  showing  a  loose 
way  of  doing  business.  I  could  not  learn  of  their  doing  the 
amount  of  business  represented,  nor  could  I  obtain  satisfactory 
information  as  to  their  standing.  I  should  hesitate  filling  their 
orders  without  a  guarantee. 

You  will  recall  my  writing  you  concerning  Lee  &  Co.,  whilo 
upon  a  previous  trip.  Any  doubts  concerning  them  that  then 
existed  arc  now  dispelled.  I  find  them  doing  a  good  cash  trade, 
and  in  the  confldenco  of  some  of  the  best  houses  here.  I  believe 
them  safe  for  any  reasonable  amount. 

Our  new  goods  are  appreciated,  and  orders  exceeding  my  an- 
ticipations have  already  been  taken.  Shall  leave  for  Cincinnati 
on  the  3l8t  inst.  In  the  meantime  shall  keep  you  informed  of 
what  is  done  here. 

Very  respectfully  yours, 

Henbt  M.  Claek. 


17.    Proposal  to  Open  a  BusinMS  Account 


QuiNCT,  III.,  Aug.  24,  J9— . 
Geo.  Williams  &  Co., 

Chicago,  III. 
Gentlemen: — Our  business  interests  having  so  much  surpassed 
our  anticipations,  we  feel  justified  in  enlarging  our  accommoda- 
tions, that  we  may  better  meet  the  demands  upon  us,  and,  if  it 
is  agreeable  to  yourselves,  should  be  pleased  to  open  an  account 
with  your  house.  We  shall  not  ask  a  credit  of  more  than  one 
thousand  dollars,  and,  if  you  feel  willing  to  make  this  arrange- 
ment with  us,  our  Mr.  James  will  meet  you  and  furnish  any  in- 
formation you  may  ask  regarding  the  condition  of  our  affairs. 

Very  truly  yours, 

Jamzs  &  Clask. 
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18.    Answer  to  tbe  Foiegoing 

Chicaoo,  III.,  Aug.  30,  19 — . 
MissBS.  James  &  Clabe, 

Quincy,  III. 
Gentlemen: — Your  favor  of  the  24th  instant  rceived.  T7e 
Bhould  be  pleased  to  meet  your  Mr.  James,  and  iV  his  statement 
is  approved  we  shall  be  happy  to  grant  you  the  creuit  named,  and 
serve  you  as  satisfactorily  as  we  have  heretofore  endeavored  to 
in  our  cash  transactions. 

Yours  very  truly, 

Geo.  Williams  &  Co. 

19.    Inqiiliy  as  to  Sesponsibility 

SpBiNoriELD,  III.,  April  10,  19 — . 
lb.  FszD  E.  Pabks, 

LaCrosse,  Wis. 
Dear  Sir: — You  will  oblige  me  by  stating  if  Mr.  Chas.  Snow, 
of  the  firm  of  C.  Snow  &  Co.,  of  Milwaukee,  Wis.,  is  known  to 
you  and  deserving  of  credit. 
Thanking  you  in  advance  for  your  attention,  wo  are 

Very  truly  yours, 

Kablt  Bbos. 

20.    Answer  to  the  Foregoing 

LaCbosse,  Wis.,  April  13,  19 — . 
Eablt  Bbos., 

Springfield,  111. 
Gentlemen: — Yours  of  the  10th  inst.  received,  and  I  am  pleased 
to  report  Mr.  Snow  an  old  acquaintance,  and  entirely  worthy  of 
any  trust  you  may  place  in  him. 

Very  truly  yours, 

ysED  E.  Pabks. 


21.    Another  Inttulry  as  to  Besponslbility 

Decatub,  III.,  Jan.  5,  19 — . 
John  Bbown,  Esq., 

Chicago,  111. 
Dear  Sir;— We  are  requested  by  Mr.  Frank  Whittaker  to  apply 
to  you  for  information  as  to  his  standing  and  responsibility  com- 
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Diercially,     Ho  In  about  entering  businen  relationa  with  ui,  as'l 
your  prompt  reply  will  greatly  oblige, 

Reapectfully  youn, 

Datis  Bios. 

82.    Beaueittng  Settlement  of  ta  Aecoont 

BurrALo,  N.  Y.,  Dec.  12,  19—. 
Geo.  Ellis,  Esq,, 

Toledo,  Ohio. 
Dear  Sir: — We  hove,  for  eeveral  day§  past,  been  looking  for  a 
remittance  from  you,  covering  your  March  account,  and  as  the 
necessity  of  meeting  our  own  engagements  punctually  is  ever  be- 
fore us,  wo  are  obliged  to  remind  you  that  prompt  payments  are 
requisite  and  indispensable  to  our  credit  system. 

EespectfuUy  yours, 

James  Walsb  &  Co. 

S23.    Apologlxing  for  Lel^v  in  Payment 

Toledo,  Ohio,  Dec.  15,  19—. 
James  Walsh  &  Co., 

Buffalo,  N.  Y. 
Gentlemen: — T  regret  extremely  my  delay  in  meeting  promptly 
the  payment  of  March  bills,  and  can  only  excuse  myself  on  the 
ground  of  business  depression  and  consequent  difficulty  in  making 
collections.  I  herewith  enclose,  in  part  payment  of  account 
named,  a  check  for  one  hundred  dollars  ($100),  which  please 
pass  to  my  credit.  The  balance  I  shall  try  to  remit  by  the  25th 
inBt.  Yours  very  truly, 

Geo.  Ellis. 

24.    Calling  Attention  to  an  Error  in  Invoice 

Grand  Bapids,  Mich.,  June  10,  19 — . 
Dean  Papeb  Company, 

Philadelphia,  Pa. 
Gentlemen: — Wo  call  your  attention  to  an  error  in  the  exten- 
sion of  items  in  your  last  invoice,  by  which  we  are  charged  with 
$60.00  more  than  the  invoice  actually  amounts  to.    Please  correct 
same  and  oblige.  Yours  very  truly, 

Chas.  Pick. 
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as.    Aniwar  to  tb*  ronfolnc 

PuoADiLrBlA,  Pa.,  June  12,  19—. 
Cbas.  Pick,  Esq., 

Grand  Rapida,  Mieh. 
Dear  Sir:—'We  find  the  amount  charged  in  your  account  cor- 
rect, and  believe  the  error  muat  have  occurred  In  taking  off  itema 
from  the  Invoice  Book.     Encloieu  we  hand  you  a  correct  invoice, 
and  beg  your  indulgence  for  any  leeming  negligence. 

Very  truly  youra, 

Dean  Papeb  Co. 

S6.    An  Urgent  Beduaat  foi  Fapnent 

Concord,  N.  H.,   Dec.  10,  19—. 
UlSBBS.  Clake  &  Bassett, 

Lancaster,  Pa. 
Gentlemen:- Being  greatly  disappointed  at  your  neglect  in  set- 
tling our  account  agreeable  to  promise,  we  are  compelled  to  say 
the  margin  on  the  goods  sold  you  will  not  admit  of  longer  credit 
than  has  been  allowed. 

We  regret  inconveniencing  you,  but  shall  have  to  make  draft 
by  the  20th  inst.  for  amount  of  statement  rendered. 

Very  truly  yours, 

Ward  &  Wood. 


87.    Another  More  Pressing 

Chicago,  111.,  Jan.  8,  19—. 

John  Johnson,  Esq., 

New  York. 
Deor  Sir.— Herewith  enclosed  find  statement  of  account  to  date, 
showing  balance  of  four  hundred  and  twelve  dollars  ($412)  in 
our  favor,  which  you  will  see  averages  between  thirty  and  ninety 
days.  Having  large  payments  to  meet  by  the  1.5th  inst.  necessi- 
tates our  urging  greater  promptness  on  your  part  in  making  re- 
mittance, and  we  trust  you  can  favor  us  with  settlement  io  full, 
or  the  greater  part  of  the  account  by  ;''at  date. 

Yours  very  truly. 

Evens  &  Mcsss. 
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38.    Btpty  to  the  rongoliig 

Nrw  YOK,  J»n.  19,  1»— . 
McsBRS.  Gvir  '  k  Morse, 

Chicago,  III. 
Orntlemfn :— Youni  nf  the  8tb  init.  received,  with  itttement  of 
account.     I  regret  not  being  able  to  make  full  ictttement,  but 
with  thi»  haml  you  my  check  for  two  humlreil  and  twelve  dollan 
((212)  OB  aceouiit,  which  ploeie  place  to  my  credit. 

Youra  very  truly, 

John  Johnson. 

39.    DeUylng  Ptynsnt  of  Acconnt 

BUBUMOTON,  Iowa,  Feb.  9,  19 — . 
MzssBS.  Mabsh  Bros., 

Kcukuk,  Iowa. 
Gentlemen,: — I  received  yours  of  the  4th  inst.  with  eneloiurea, 
and  note  your  remarkn.  I  am  compollcd  to  defer  settlement  of 
the  account  until  the  latter  part  of  the  month,  not  doubting  that 
I  shall  at  that  time  bo  in  a  conditiuu  to  meet  your  draft  or  to 
make  remittance. 

Very  aiacerely  youra, 

John  Davis. 
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BU8INZ88  I.ETT2R8  OF  IMTBODUOTION 

A  busineM  Iftfer  of  intro<luction  is  a  Ifttcr  by  which  pennnn 
are  mado  known  to  each  other  for  bimincHS  piirpows  only.  1-ilio 
other  buiincM  lettpr»  thpy  shoiil.l  be  brief  unil  to  the  point.  Thi'y 
are  uaually  presented  pcrionully,  and  nccesaitatu  no  Bocial  obliga- 
tion!. 

1.    Introdttcing  a  Bookkaepar 

Detroit,  Mich.,  Aur.  3,  19 — . 
Mr.  Wm.  Levy, 

Chicago,  III. 
Dear  Sir:— It  gives  mo  great  pleasure  to  introduce  to  you  the 
bearer,  Mr.  Andrew  Johnston,  who  viaits  your  city  for  tho  pur- 
pose of  seeking  employment  as  a  bookkeeper.  He  is  a  ynung  man 
of  good  character,  strict  integrity,  and  superior  ability,  and  is 
entirely  worthy  of  your  confldencc.  I  shall  esteem  it  a  personal 
favor  if  you  will  use  your  influence  in  his  behalf. 

Very  truly  yours, 

U.  F.  Maoinn. 

2.    Introdudng  a  Clerk 

Kalamazoo,  Micii.,  l^fay  12,  19—. 
Mr.  H.  M.  Hool,  Esq., 

Broadway,  New  York. 
My  Dear  Mr.  Hool:  I  take  the  lilwrty  of  an  old  friend  in 
bringing  to  your  acquaintance  the  bearer,  Jlr.  Williams,  and  in 
soliciting  your  influence  for  him  in  his  endeavor  to  find  employ- 
ment in  your  city,  lie  has  been  in  my  ofi:cc  for  several  years 
past,  and  it  gives  mo  pleasure  to  say  that  ho  has  proved  himself 
eminently  trustworthy  and  capable.  I  hope  it  will  bo  in  your 
power  to  secure  for  him  a  favorable  engagement. 
With  best  wishes,  I  remain 

Very  sincerely  yours, 

James  M.  Lee. 
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3.    Introduction  Fievlotu  to  Opening  an  Account 

New  Yobk,  May  18,  19—. 
A.  J.  Sm.i.MAN  &  Co., 

Kalamazoo,  Mich. 
Gentlemen:— By  this  I  have  the  pleasure  of  introducing  to  you 
Mr.  S.  N.  Adams,  of  the  firm  of  Clark  &  Adams,  this  city,  with 
whom  I  have  had  an  extended  acquaiutance.  They  are  gentlemen 
of  integrity,  and  I  bcliave  in  every  way  reliable,  and,  should  they 
open  business  relations  with  you,  I  trust  may  have  the  advantage 
of  your  best  terms. 

Yours  very  truly, 

B.  E.  Edwabds. 

i.    Introducing  a  Friend  Seeking  an  Appointment  of  a 
Memlier  of  Congress 

Galveston,  Texas,  Sept.  2,  19 — . 
Hon.  Q.  B.  Mills, 

Washington,  D.  C. 
Dear  Sir: — Allow  me  to  make  known  to  you  the  bearer,  Mr. 
John  Adams.    He  is  desirous  of  conferring  with  you  in  reference 
to  an  appointment.     Any  advice  or  assistance  you  may  be  able 
to  eitena  to  him  will  be  gratefully  acknowledged  by 

Yours  very  truly, 

H.  F.  Maoinn. 

6.    Introducing  a  Literary  Friend  to  Fubllsliers 

Kalamazoo,  Mich.,  May  21,  19—. 
Messrs.  Hool  &  Lee, 

Broadway,  New  York. 
Gentlemen;— The  bearer,  Mr.  Chas.  Jones,  I  commend  to  your 
favorable  consideration.  He  has  several  manuscripts  ready  for 
publication,  upon  which  he  would  like  your  opinion,  and  which, 
doubtless,  you  will  find  deserving  of  your  attention.  My  past 
acquaintance  with  you  justifies  me  in  the  belief  you  may  come  to 
an  understanding  of  mutual  pleasure  and  benefit. 

I  am,  respectfully  yours, 

A.  M.  Joseph. 
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6.    Introducing  a  dark  for  Oommsrdal  Advics 


Dayton,  Ohio,  June  9,  19 — . 
James  Smith,  Esq., 

Sbebojgan,  Wis. 
Gentlemen: — I  have  taken  the  liberty  of  introducing  the  bearer, 
Mr.  A.  J.  Smith,  to  you,  and  recommend  him  to  apply  to  you  if 
in  need  of  advice  or  information.  He  visits  your  city  in  my  in- 
terest, and  should  he  require  any  service  that  you  may  be  able 
to  render  him,  I  shall  be  grateful  for  the  liindness. 
Thanking  you,  1  remain 

Very  truly  yours, 

L.    O.   SULUVAN. 
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LETTERS  OF  CBEDIT 

A  Letter  of  Credit  is  one  in  which  the  writer's  character  or 
reputation  procures  or  entitles  trust  to  be  given  to  another  (or  a 
certain  amount,  within  a  given  time,  promising  to  be  responsible 
for  the  same  if  the  person  receiving  credit  fails  to  make  payment. 

The  signature  of  the  person  receiving  the  credit  should  be 
appended  at  the  lower  left-hand  side,  to  better  identify  the  person 
named  in  the  letter.  A  letter  of  introduction  and  a  letter  of 
credit  are  frequently  combined. 

1.   <IieU«l  of  Credit 

Fbakkpoet,  Conn.,  July  9,  19 — . 

Mb.  H.  Gcentheb, 

Detroit,  Mich. 
Dear  Sir.— Please  allow  Mr.  A.  Wood  a  credit  for  such  selec- 
tions as  he  may  make,  to  an  account  not  exceeding  five  hundred 
dollars  ($500),  for  two  months.  I  will  become  responsible  for 
the  payment  of  the  same,  should  Mr.  Wood  neglect  to  do  so  at 
the  proper  time.  Please  inform  me  of  the  amount  for  which  you 
give  him  credit,  with  date  when  it  becomes  due;  also,  in  default 
of  payment,  forward  notice  immediately. 

Yours  very  truly, 
Mr.  Wood's  signature,  Haeby  P.  Thobn. 

A.  Wood. 

2.    iMtteiB  of  Intxodnction  and  Oiedlt 

De8  Moines,  Iowa,  May  4,  19—. 
Mb.  Herman  Meheelet, 

Chicago,  111. 
Dear  Sir.— I  beg  leave  to  introduce  to  you  the  bearer,  Mr.  T. 
O.  Gates,  of  the  firm  of  Gates  Bros.  &  Co.,  this  city.  He  is  visit- 
ing Chicago  for  the  purpose  of  purchasing  fruits  for  canning,  and 
although  not  expecting  to  be  in  want  of  funds,  should  such  an 
exigency  arise,  we  will  thank  you  to  accommodate  Mm  on  our 
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account,  to  the  extent  of  three  or  four  thousand  dollars  ($3,000 
or  $4,000),  drawing  upon  us  at  short  sight  for  your  advances 
We  append  Mr.  Gates'  signature. 

Yours  very  truly, 
Mr.  Gates'  signature^  A.  J.  Sullman. 

T.  O.  Oaiss. 
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LETTERS  OF  APPLICATION 

A  Letter  of  Application  is  one  in  which  the  writer  golieits  em- 
ployment. It  being  the  means  of  representing  one's  abilities,  and 
the  making  of  a  favorable  impression,  the  writer  should  use  extra 
care  in  its  construction  and  penmanship,  as  the  letter  Itself  often 
decides  the  writer's  fitness  for  the  position  applied  for.  If  an- 
swering an  advertisement,  the  name  of  the  paper  in  which  the 
advertisement  appeared  should  be  mentioned,  and  whenever  the 
advertisement  itself  can  be  used,  the  same  should  be  neatly  pasted 
to  the  sheet  upon  which  'l^e  application  is  written,  the  proper 
place  being  at  the  head  of  the  sheet. 

The  applicant  may  stir  what  advantages  he  has  enjoyed,  and 
express  his  intention  of  honestly  endeavoring  to  perform  the 
duties  required,  but  should  make  no  mention  of  his  character  or 
qualifications.  These  should  be  learned  from  his  testimonials  or 
references.  It  is  best  to  enclose  a  copy  of  any  testimonials  we 
have,  marking  them  as  such;  then,  if  any  interview  is  requested, 
the  originals  should  be  shown. 

The  importance  of  promptly  dispatching  an  application  soon 
after  hearing  of  the  position,  or  reading  the  advertisement,  is 
very  evident  and  sufBciently  suggestive  when  it  is  considered  how 
many  others,  seeing  or  hearing  of  the  same,  are  also  likely  to  be 
applicants. 

1.    Application  of  an  Office  Boy 

TIT  ANTED A  boy  to  do  office  work,  must  reside 

W  with  hl8  parents,  and  come  well  recommended, 
salary  J3  per  week ;  address  in  own  handwriting ,  A. 
J.  S.,  P.  O.  Box  1234. 

50  Oak  Street, 
Chicago,  III.,  May  1,  19—. 

A.  J.  S., 

P.  O.  Box  1234,  Chicago. 
Sir.— I  respectfully  apply  for  the  position  advertised  in  to- 
day's Globe.    I  am  fifteen  years  old,  reside  with  my  parents,  and 
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refer  you  to  W.  D.  Wells,  400  Market  Street,  from  whom  I  re- 
ceived the  enclosed  testimonial. 

Yours  truly, 

William  Hatdin. 

a.    AppUcatton  for  Clerlnflilp 

Toledo,  Ohio,  Dec-  15>  1^ — • 

James  Walsh,  Esq., 

Toledo,  Ohio. 

G«„«em««.-Hearing  through  a  friend  (Mr.  Simpson)  of  the 
vacancy  of  the  position  of  shipping  clerk  in  your  hou^i, J  take 
theUtoity  of  nuiking  application  for  the  same.  I  have  had  bu^ 
Ut  1  m^antile  expfrience,  yet  I  am  nc>,  entirely  --^— 
^th  business  customs,  having  often  assisted  m  my  e""-"  »  f*"^ 
Tn  this  city.  I  am  eighteen  years  of  age,  and  have  relatives  in 
this  city  with  whom  I  make  my  home.  •.„„<>  a  t^.. 

For  information  as  to  my  character,  please  enquire  of  S.  Law 
rence,  Esq.,  and  C.  Hamill,  Es,.,  '>oth^yj«^e.ty.^„, 

J.   H.   MoNBOt 

3     AppUcatlon  of  a  CommercUl  Traveler 

Address  Hosiery,  Sun  Office. 

Pbiladelphu,  Jan.  17,  19 — . 
' '  HosiEBT, ' ' 

r:  «  to  ^^S  the  fatigues  of  the  road,  and,  if  we 
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enter  upon  an  engagement,  no  effort  shall  be  wanting  on  my  part 
to  merit  your  confidence  and  esteem.    Believe  me, 

Very  truly  yours, 

Geo.  Elus. 

4.    Application  of  a  Bookkesper 

WANTED  a  bookkoeprr,  compotont  to  take 
chargo  of  a  set  of  double  entry  booka,  and 
to  assist  with  corroapondence.  Only  those  need 
apply  who  can  furnish  unexceptional  refer- 
ence as  to  character  and  ability.  Address  S.  a 
B.,  Qulncy,  111. 

20  Wabash  Ate., 
Chicago,  III.,  Aug.  4,  19—. 
JIIS3BS.  S.  ft  B., 

Quincy,  111. 
Gentlemen: — In  reference  to  the  above  advertisement,  which 
appeared  in  today's  Reporter,  I  respectfully  offer  my  services. 
I  am  at  present  bookkeeper  with  Messrs.  Crawford  &  Co.,  but 
desire  advancement.  I  am  perfectly  familiar  with  the  duties  of 
the  position  applied  for,  and  am  at  liberty  to  refer  you  to  my 
present  employers,  who  will,  I  think,  satisfactorily  answer  any 
questions  as  to  my  character  and  qualifications. 

Very  respectfully, 

J.  M.  Smith. 


6.    Application  of  a  Salesman  and  Collector 

90  May  Steeet, 
BuRLiNOTON,  Iowa,  Feb.  9,  19 — . 

MsssBS.  Mabsh  Bros., 

Burlington,  Iowa. 

Gentlemen:—!  am  recommended  by  Mr.  Chas.  Lynn  to  apply 
to  you  for  the  position  of  salesman  and  collector,  recently  occu- 
pied by  him  in  your  warehouse. 

I  am  twenty-three  years  of  age,  and  reside  with  my  uncle  in 
this  city,  who  will  give  bonds  for  me  if  required.  I  have  had 
some  experience  in  your  line  of  business,  and  should  be  pleased 
to  have  a  trial  with  you,  if  preferable,  previous  to  a  permanent 
engagement.    I  am  at  liberty  to  refer  to  Messrs.  J.  Olson  &  Co., 
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Hattem,  123  Bond  Street;   al«.  to  J.  M.  WUUams  &  Co.,  Clothier., 

48  First  Street,  Milwaukee,  Wa. 

Very  respectfully, 

Baxby  Wabd. 


6.    Application  of  a  Gardener 

SpBiNoriELD,  111.,  April  II},  19 — . 

Ma.  Feed  E.  Pabks, 

LaCrosse,  Wis. 
Sir— I  have  to-.lay  learned  that  you  wish  to  secure  the  services 
of  a  competent  gardener,  and  being  at  present  without  a  perma- 
nent engagement,  I  wouM  be  pleased  to  have  you  e^a-mne  the 
enclosed  copies  of  testimonials  of  gentlemen  by  whom  I  have  been 

"Thavf  had  extended  experience  in  the  care  of  private  grounds, 
and  am  acquainted  with  tho  management  of  the  greenhouse  and 
hothouse;    also  with  the  growth  and  culture  of  fru.ts  and  vege- 

'"I'l  married  and  have  a  small  family,  whi.h  I  should  prefer  to 
have  with  me;  but  would  enter  upon  such  an  ^''^f^^^^ 
would  prove  satisfactory  to  you,  should  you  entertam  this  apph- 

'**""*■  Yours  very  respectfully, 

James  Walsh. 

7.    Application  of  a  Coachman 

Addre"s  competent.  Vox  20,  S«.r  uptown  office, 
No.  1234  Broadway. 

New  Yoek,  Jan.  16,  19 — . 

' '  Competent,  ' ' 

Box  20,  Star  up-town  office, 

No.  1234  Broadway,  New  York. 
Prom  to-day's  Star  I  take  the  above  advertisement,  and  respect- 
fully apply  for  the  situation.    I  am  a  single  man,  thirty  years  of 
age  and  have  had  considerable  experience  in  the  care  and  dnv,ng 
ofhorses.    I  am  well  acquainted  with  the  drivers  at  Saratoga  and 
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Newport,  besides  being  familiar  with  all  the  street*.     I  am  per- 
mitted to  refer  you  to 

Chas.  M.  Eosenfeld,  Esq.,  No.  Fifth  Ave.;    A.  Derr,  Esq., 

No. Forty-fourth  St.;    Mrs.  A.  J.  Mikal,  No. Park  Ave. 

Yours  very  respectfully, 
Henbt  Clabkson, 

No.  Bank  St. 


8.    AppUeaUon  of  Man  and  Wife  foi  Fatm  and  Houaowotk 

WANTED- A  man  and  woman  (married  or  single), 
.  '  to  go  a  short  distance  In  the  country.  Man  to 
do  farm  work  and  take  care  of  stock.     Woman  for 

{general  housework,  must  be  a  good  washer  and 
roner.    Address  M.  C,  Chicago,  III. 

Decatub,  III.,  Jan.  8,  19 — . 
M.  C, 

Chicago,  111. 
In  answer  to  the  above  advertisement,  which  appeared  in  to- 
day'b  Times  (Chicago),  I  should  like  to  secure  the  situation  for 
myself  and  wife,  if  the  location  is  a  healthful  one  and  the  wages 
satisfactory.  I  understand  farming  and  the  care  of  stock,  and 
my  wife  is  a  good  housekeeper  and  laundress.  We  can  supply 
testimonials  if  you  desire  them.  A  line  addressed  as  below  will 
receive  prompt  attention. 

Yours  respectfully, 

Edwabd  Class. 
Care  of  Box  22,  Decatur,  HI. 

Note — In  consequence  of  a  delicacy  on  the  part  of  clerks  to  ask  of 
an  employer  an  Increase  of  salary,  the  following  is  Introduced,  believ- 
ing It  will  meet  the  wants  of  many  a  deserving  employee,  whose  In- 
dustrious habits  and  diligent  ulscbarge  of  duties  are  worthy  of 
increased  remuneration. 

9.    Application  for  an  Increase  of  Salary 

Chicago,  Sept.  2,  19 — . 
Messrs.  Clabk  &  Bassett. 

Gentlemen: — ^Without  wishing  to  trespass  upon  your  valuable 
time,  permit  me  to  isk  your  consideration  of  a  subject  which  to 
me  is  of  urgent  necessity,  namely,  the  question  of  an  increase  of 
salary.    I  have  been  with  you  nearly  two  years,  in  which  time  you 
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doubtless  have  determined  upon  my  disposition  and  ability  to  do 
the  work  required  of  me,  and  in  calling  your  attention  to  this  sub- 
ject I  do  so  under  the  belief  that  it  has  escaped  your  notice  in  the 
more  pressing  demands  upon  your  time.  It  has  been  my  constant 
endeavor  to  perform,  faithfully  and  punctually,  such  duties  as 
have  been  entrusted  to  me,  and  if  I  may  venture  to  hope  /or  en- 
couragement from  you  believe  me  ever  ready  and  willing  to  re- 
spond to  any  and  all  demands  your  interests  may  require. 
Very  respectfully  yours, 

James  Muns. 


10.    Anotber  on  the  Same  Subject 

Decatue,  III.,  Aug.  30,  19 — . 
Messes.  James  &  Clabk. 

Gentlemen: — T  have  been  waiting  a  favorable  moment  in  which 
I  could  speak  with  you  in  relation  to  the  promised  advance  in  my 
salary.  The  increased  amount  of  business  in  the  past  year  han 
greatly  added  to  my  duties,  and  in  the  performance  of  them  I 
have  ever  tried  to  be  prompt  and  accurate.  I  trust  my  efforts 
have  met  with  your  approval,  and,  therefore,  that  you  will  regard 
this  matter  as  liberally  as  pogsible. 

Very  respectfully, 

James  Clakk. 
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LETTERS  OF  KEOOMUENDATION 

A  Letter  of  Recommendation  is  ono  in  which  the  writer,  for  the 
purpose  of  promoting  the  interest,  happiness  or  benefit  of  another, 
comments  or  favorably  represents  his  character  and  abilities. 
These  expressions  of  worth  should  be  guarded,  that  no  false  im- 
pression be  conveyed,  and,  while  esteeming  it  a  privilege  to  say 
all  the  good  we  can  for  those  we  recommend,  we  should  at  the 
same  time  avoid  flattery. 

Never  recommend  an  ijnworthy  person,  even  moderately.  It 
may  be  hard  to  refuse  a  testimonial,  but  it  is  decidedly  preferable 
to  mentioning  the  littlo  good  and  hiding  the  greater  bad  qualities. 
These  testimonials  are  frequently  received,  and  the  bearer  of  thcra 
taken  into  service  or  confidence,  upon  the  representations  con- 
tained in  them,  without  further  questions  as  to  antecedents,  etc., 
therefore,  where  a  truthful  statement  cannot  be  made  or  a  strictly 
just  impression  given,  it  is  more  honorable  to  avoid  giving  the 
letter. 

1.  Oaneral  Becommendation 

Chicajo,  Jan.  2,  19 — . 
To  WHOM  IT  MAT  CONCIBN: 

The  bearer,  Mr.  Andrew  Barrett,  is  personally  known  to  me  as 
a  young  man  of  worth.  He  has  recently  graduated  at  Columbia 
College,  and  as  a  student  distinguished  himself  for  his  diligence, 
accuracy,  integrity  and  the  conscientious  discharge  of  his  duty. 
As  a  member  of  society,  he,  being  of  good  family,  and  with  a 
character  unblemished,  is  highly  esteemed.  ^  cordially  recommend 
him  to  good  people  everywhere,  and  especii.  .  to  those  to  whom 
he  may  offer  his  services,  whether  commercially  or  socially. 

Very  respectfully, 

John  Wooolit. 

2.  Bacommending  a  Teacher 

Fbankfort,  Conn.,  July  9,  19 — . 
H.  GUENTHIB,  Esq.,  Chairman, 
Hartford,  Conn. 
Dear  Sir.— The  bearer,  Mr.  Loyd  Clark,  about  leaving  this  difl- 
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trict,  where  ho  haa  been  engaged  in  the  work  of  teaching,  i>,  I 
am  pleaaed  to  «oy,  of  good  standing  here.  I  have  had  two  boj» 
attending  hie  echool,  and  in  their  advancement  he  has  proved  him- 
«elf  poasesaed  of  tact,  learning,  entbusiaam  and  a  high  degree  of 
patience.  Hia  character  is  above  reproach,  and  I  cheerfully 
recommend  him  to  a  poaition  in  one  of  the  district  achoola  of  your 
town.    I  am  Very  aincerely  yours, 

A.  li.  Davis, 
Chairman  School  Committee. 

3.    Beeonunendiiig  a  Salesman 

GsANo  Bapids,  Mich.,  June  12,  19 — . 

Chas.  Pick  &  Co., 

Philadelphia,  Pa. 
0«a«em«n.— The  bearer,  George  Knight,  being  about  to  leave 
our  employ,  it  gives  us  pleasure  to  testify  to  his  merits  as  a  sales- 
man, the  capacity  in  which  ho  served  us.  He  has  been  with  ua  for 
the  past  eight  years,  in  which  time  he  invariably  .lischarged  his 
duties  with  skill  and  ability.  He  was  very  punctual  at  his  work, 
was  courteous  to  our  customers,  and  reliable  in  his  accounts;  and, 
by  his  care  and  attention  to  our  out-of-town  customers,  made  Lim- 
self  specially  valuable.  He  bears  a  good  character  as  a  gentleman 
ai  well  as  a  man  of  business. 

Yours  very  truly, 

Messbs.  Oooduan  &  Co. 

4.    Beconunending  »  Bookkeeper 

New  Yobk,  May  18,  19—. 

A.  J.  StJLLMAN  &  Co., 

Detroit,  Mich. 
Gentlemen  :-Ut.  James  P.  Dunne,  the  bearer,  who  is  now  leav- 
ing our  employ,  has  been  in  our  counting  room  for  .vo  years, 
during  which  time  he  has  faithfully  attended  to  his  duties,  prov- 
ing himself  to  be  industrious  and  thoroughly  reliable.  He  is  a 
good  penman,  correct  accountant,  and  acquainted  with  correspond- 
enec.  We  shall  at  any  time  cheerfully  respond  to  all  applications 
we  may  have  regarding  his  character  and  abUities,  and  wish  him 
every  success.  ^-"^  *"  VZL.  .  Co. 
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B.    BaeomiMDdUif  •  PorUr 

Cbicaoo,  Iuk,  Aug.  20,  1»— . 
Huau.  Ravanacoh  k  Co., 
Chicago. 
0«i««ffl«».— The  bearer,  Mr.  J.  Willianu,  haa  been  employed 
by  ua  ai  porter  for  the  laat  four  jeara,  ami  haa  faithfully  (lis- 
charged  all  the  duties  devolving  upon  him.    He  ii  induitrioua  and 
reliable,  uDdontanda  the  receiving  and  ihipment  of  gooda,  is  a 
good  marker,  and  writea  legibly  for  a  man  in  bis  position.    He  is 
not  addietad  to  drink,  and  beara  a  good  moral  character. 
Very  truly  yours, 

A.  M.  Joscpa  *  Co. 

6.    Baeonunandlag  a  Waitar 

CoNCOSO,  N.  H.,  Dee.  10,  19—. 
Jamea  Mikal,  the  bearer,  has  been  a  waiter  In  my  saloon  for 
the  past  year,  and  haa  given  entire  satisfaction,  both  to  myself 
and  to  my  patrons.  Ho  is  well  acquainted  with  the  duties  of  the 
position,  is  honest  and  obliging,  and  very  neat  in  his  appearance 
and  about  his  work.  I  can  safely  recommend  him  as  a  flrst-class 
waiter  to  any  one  requiring  his  services. 

0.  W.  Bbowh. 
7,    Bacommending  a  Oook 

CmcAflo,  III.,  July  10,  19—. 
John  Glover,  the  bearer,  has  been  employed  by  us  as  cook  for 
several  seasons  past.     He  is  capable  at  all  kinds  of  cooking,  is 
willing  and  obliging,  and  has  at  all  timea  given  satisfaction  in 
the  discbirge  of  his  duties. 

Winn  ft  Class. 

8.    Becommendliig  a  Ooacliman 
400  Pabk  Ave., 

Des  Moines,  Iowa,  May  4,  19—. 
The  bearer,  Martin  White,  is  a  careful  driver,  a  good  groom, 
and   thoroughly  understands  his  business.     He  is  sober,   indus- 
trioDS,  willing,  and  obliging,  and  haa  served  me  faithfuUy  while 
in  my  employ. 

Jaius  Jonis. 
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"Ltt  me  not  to  the  marriage  of  true  minds 

Admit  impedimentt.    Love  is  not  love 
Which  alters  when  it  alteration  finds. 

Or  tends  ivith  the  remover  to  remove: 
O,  not  it  is  an  ever  fixed  mark 

That  toots  on  tempests  and  is  never  shaken. 
It  is  the  star  to  every  wandering  bark. 

Whose  worth's   unknown,   although    his   height   be 
taken; 
Love's  not  Time's  fool,  though  rosy  lips  and  cheeks 

Within  his  bending  sickle's  compass  come; 
Love  alters  not  with  his  brief  hours  and  weeks. 

But  bears  it  out  evei.  .'     '*'  edge  of  doom. 
If  this  be  error  and  upon  me  proved, 

I  never  writ  nor  no  man  ever  loved." 

WiuuM  Shakespbarb 


66 


How  to  Write  a  Letter 


LOVE  LETTEB8 

How  TO  White  a  Love  Letter 

A  celebrated  writer  has  said,  that  "to  write  a  good  love  letter 
you  must  begin  without  knowing  what  you  are  going  to  say,  ami 
finish  without  knowing  what  you  have  said ; ' '  and,  as  the  true 
secret  of  all  successful  letter  writing  lies  in  the  power  of  convey- 
ing the  thoughts,  feelings,  and  desires  of  tho  writer  to  his  cor- 
respondent, the  remark  may  be  to  some  extent  correct.  Such  a 
letter  would  undoubtedly  reflect  the  state  of  the  writer's  heart, 
agitated  and  distorted  by  the  tumultuous  throbs  of  his  passion; 
but,  as  the  zeal  of  young  'persons  generally,  in  matters  affecting 
the  heart,  is  very  apt  to  outrun  their  discretion,  he  would  uncon- 
sciously give  expression  to  absurd  and  foolish  pretensions,  or  to 
romantic  and  extravagant  adulation  of  the  object  of  his  attach- 
ment. To  obviate  this  tendency,  regard  should  be  had,  in  the 
composition  of  them,  to  propriety  of  diction,  correctness  of  taste, 
and  purity  of  style,  avoiding  all  the  bombast  and  affectation,  and 
that  morbid  sentimcntalism  which  too  frequently  characterises 
epistles  on  these  subjects.  The  following  examples  of  letters,  in 
which  care  has  been  taken  to  bleru  delicacy  of  feeling  and 
warmth  of  expression,  will  be  found  an  important  aid  in  acquiring 
facility  and  accuracy  in  this  branch  of  letter  writing.  Let  it  be 
observed  that  the  examples  are  not  presented  as  circulars  to  be 
copied,  but  as  models  of  style  and  diction  adapted  to  correspond- 
ence on  this  subject. 

Pboposal  op  Marbiage 

Letters  of  proposal  of  marriage,  it  should  be  remembered,  arc 
in  extreme  bad  taste,  unless  it  is  impossible  for  the  gentleman  to 
meet  the  object  of  his  affection  and  propose  to  her  by  word  of 
mouth.  Where  distance,  or  other  serious  obstacles,  intervene  to 
prevent  a  meeting,  however,  the  following  style  will  be  in  good 
form. 

Of  course,  the  freedom  of  expression  and  terms  of  endearment 
may  be  varied  to  suit  the  relations  existing  between  the  lovers  at 
the  time  the  proposal  is  made. 
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1.    A  Letter  of  Proposal 

1050  West  Fortieth  Street, 
New  York  City. 

Jane  S,  19 — . 

Uy  Dear  Eileen: — It  is  now  three  years  since  I  left  you  in  far- 
off  Wichita  and  came  to  New  York  to  better  my  fortune.  I  have 
refrained  during  all  that  time  from  writing  you  on  the  subject 
nppermost  in  my  mind  because  I  had  nothing  to  offer  except 
myself,  and  I  did  not  care  to  be  so  selfish  as  to  ask  you  to  wait 
for  an  uncertainty.  Now,  however,  I  am  comfortably  settled  in 
business,  my  success  beinc;  far  beyond  my  own  expectations ;  and, 
having  every  prospect  of  continued  prosperity,  I  ardently  long 
for  an  opportunity  to  share  my  life  and  fortune  with  the  girl  of 
my  dreams. 

Ever  since  I  had  the  pleasure  of  your  acquaintajiee,  the  remem- 
brance of  your  charms  and  accomplishments  has  been  continually 
present  to  my  mind,  and  although  1  dread  the  painful  thought  of 
my  suit  being  rejected,  I  can  no  longer  conceal  the  passion  which 
has  been  constantly  with  me  since  I  saw  you  last.  My  heart  is 
wholly  yours;  with  it  I  now  frankly  offer  you  my  hand;  and, 
should  you  make  me  the  happiest  of  mortals  by  an  acceptance  of 
it,  my  utmost  endeavor  will  be  to  make  your  life  agreeable  and 
happy. 

Let  me  entreat  you  to  give  t-.^  proposal  your  kindest  consider- 
ation. 

Awaiting  anxiously  y:-      -eply,  I  remain 

Yours  sincerely  and  devotedly. 

Feed  E.  Jahes. 


2.    The  Lady's  Favorable  Reply 

Wichita,  Kan.,  June  10,  19 — . 

Uy  Dear  Fred: — I  have  just  finished  reading  your  kind  and 
very  flattering  letter,  and  it  has  so  excited  me  that  I  scarcely 
know  how  to  reply.  You  cannot  but  have  observed  that  the  favor- 
able impressions  I  received  on  the  night  of  our  first  meeting  have 
gradually  deepened  as  our  intimacy  matured,  and  it  would  be 
false  modesty  in  me  to  now  disclaim  a  feeling  of  the  sineerest 
affection  for  you  after  such  undoubted  proofs  of  your  attachment. 

I  think  T  need  say  no  more  than  that  yimr  proposal,  if  mads 
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in  proper  form  to  mj  parents,  will  find  a  warm  and  not  uninter- 
ested advocate  in  one  to  whom  the  acceptance  of  it  will  be  happi- 
negs— its  rejection  a  misfortune. 

Excuse  the  brevity  of  this  letter,  for  I  cannot  trast  myself  to 
■ay  more  than  that  I  am 

Yonrs  affectionately, 

Eileen. 

3.    To  tbe  Tonng  Lady's  FatlWT 
A  letter  of  this  character,  being  principally  a  matter  of  con- 
vention and  courtesy,  may  be  very  brief. 

1050  West  Fortieth  Street, 
New  York  City. 

June  20,  19 — . 
Mb.  a.  3.  BsEEN, 

Wichita,  Kau. 
My  Dear  Mr.  Breen: — Having  enjoyed  a  three  years'  acquaint- 
ance with  your  most  estimable  daughter,  Miss  Eileen,  which  has 
gradually  ripened  into  a  deeper  affection  which  I  do  not  hesitate 
to  declare  to  be  love,  I  trust  yoa  can  understand  that  it  is  one 
of  the  greatest  pleasures  of  mj  lif^  to  ask  her  band  in  marriage. 
As  regards  my  ability  to  provide  surroundings  and  comforts  to 
which  your  daughter  is  accustomed,  I  wish  to  inform  you  that  my 
income  from  an  established  and  prosperous  business  is,  I  believe, 
sufEcient  for  all  our  needs,  with  a  substantial  margin  for  emer- 
gencies. 

In  conclusion  I  have  the  highest  satisfaction  in  assuring  you 
that  my  affection  for  your  daughter  is  reciprocated,  and  should 
yourself  and  Mrs.  Breen  sanction  my  proposal,  I  shall  ever  esteem 
it  a  privilege,  as  well  as  a  duty,  to  promote  your  daughter's  hap- 
piness, thereby  doubtlessly  securing  my  own. 

Tours  very  respectfully. 

Feed  E.  James. 

4.    The  Fatliei's  Reply,  Favorable 

Wichita,  Kan.,  June  28,  19 — . 
Mb.  Feed  E.  James, 

Dear  Sir: — I  am  in  receipt  of  your  favor  of  the  20th  inat.,  and 
in  reply,  although   neither  Mrs.   Brccn   nor  myself  would   offer 
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opponbon  to  our  daughter's  choice  in  affaim  of  the  heart,  unJess 
we  apprehended  any  ill  couBequences  therefrom,  a  sense  of 
parental  duty  requires  prudent  deliberation  on  our  part  before 
returaing  a  decisive  answer  to  your  communication.  Eileen's  ac- 
qu«ntance  with  you  must  be  so  slight  that  we  should  wish  to 
make  some  necessary  inquiries;  and,  as  there  can  be  no  doubt, 
ftom  the  candor  and  honor  apparent  in  your  letter,  the  result  will 
be  satisfactory,  you  may  expect  to  hear  from  us  again  in  the 
course  of  the  week. 
Meantime,  on  behalf  of  Mrs.  B.  and  myself,  I  remain 

Yours  faithfully, 

A.  J.  Bbbn. 
6.    A  Gentleman  Declaring  His  Love 

„    „        .  Datton,  O.,  Sept.  29,  19—. 

My  Dear  Uag  Sogers  r—Evn  since  the  day  I  was  introduced  to 
you  my  mind  has  been  so  filled  with  the  one  idea  of  yourself  and 
my  whole  soul  so  absorbed    by    the    passion   of  love,  that  my 
thoughts  have  been  completely  distracted  from  my  daily  pursuits 
Doubt    fear,   delight,  and  a  thousand  other  emotions  have  suc- 
cesmvely  agitated  me,  and  all  my  efforts  to  repress  or  stifle  these 
feelings  have  been  vain.     Being  no  longer  able  to  resist  their 
impulse,  I  crave  j  our  pardon  for  the  liberty  I  take  in  addressing 
you.     My  dear  Miss  Rogers,  you  alone  are  the  cause  of  my  nn 
happiness,  and  must  become  the  arbiter  of  my  fate,  for  I  shall 
be  the  happiest  or  most  miserable  of  beings  according  as  you 
reciprocate  or  reject  my  sentiments.     But  I  cann„t  entertain  the 
sad  foreboding  that  a  heart  of  so  much  tenderness  and  purity  as     , 
youre  will  ever  consign  my     ^ospects  of  future  felicity  to  utter 
annihilation.     Oh!    how  ardently  do  I  long  for  one  sentence  to     . 
calm  my  troubled  mind;    and  it  is  in  your  power,  my  dear,  to  give 
the  magic  utterance.     Bestow  but  a  slender  ray  of  hope,  and  it 
will  reheve  me  from  a  state  of  inexpressible  anxiety;    if  you  do 
not  love  me,  say  at  least  that  you  do  not  hate  me.    Anxiously  and 
impatiently  shall  I  look  for  your  reply,   and,  trusting  yon   will 
excuse  this  rhapsody,  for  I  am  in  such  a  state  that  I  can  scarcely 
form  one  sane  reflection,  I  romain,  my  dear  Miss  Eogers, 
Your  faithful  and  devoted  lover, 

Henbt  8.  MUSOBOVB. 
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6.    A  FavoraUe  B<pl7 

Philadelphia,  Pa.,  Sept.  30,  19—. 

H.  S.  MnsoBOTi!,  Esq. 

Dear  Sir: — I  was  not  a  little  surprised  at  the  tenor  of  your 
letter  of  yesterday,  and  while  I  am  deeply  sensible  of  the  ardor 
and  earnestness  of  your  passion,  I  think  the  acquaintance  you 
have  with  me  is  so  slight  that  it  is  possible  a  closer  intimacy 
might  produce  an  alteration  or  modification  of  your  sentiments. 
Be  that  as  it  may,  however,  I  give  you  credit  for  honor  and  sin- 
cerity in  the  too  flattering  compliment  intended  by  the  ileclaration 
of  your  feelings;  and  as  your  attentions  on  the  evening  we  first 
met  have  left  a  not  unpleasing  impression  on  me,  there  will,  so 
far  as  my  own  wishes  are  concerned,  be  no  obstacles  thrown  in 
ths  way  of  a  more  familiar  intercourse.  I  mention  this  with  the 
reservation  that  my  guardians  approve  of  our  meeting  in  society, 
and,  aa  I  propose  taking  an  early  opportunity  jf  acquainting  my 
mammagof  your  prof  ssions  of  attachment,  you  shall  hear  again 
from  me  shortly;  but,  until  you  do,  please  make  no  reply  to  this, 
as  further  correspondence  might  compromise  me  in  the  estimation 
of  my  parents,  without  attaining  the  object  you  have  in  inew.  I 
remain,  dear  sir, 

Very  respectfully  yours, 

Mabt  Louise  Booebs. 


7.    Explaining  Away  an  Apparent  SUght 

Boston,  Mass.,  May  6,  19 — . 

My  Dearett  Edna: — How  grieved  am  I  that  you  should  think 
mo  capable  of  wavering  in  my  affection  toward  you  or  of  willfully 
inflicting  a  slight  upon  one  in  whom  my  whole  hope  of  earthly 
happiness  is  centered.  Believe  me,  my  attentions  to  Miss  Bowen 
were  never  intended  for  anything  more  than  common  courtesy. 
My  long  and  intimate  acquaintance  with  her  brother,  and  my 
knowledge  of  her  amiable  character,  as  well  as  the  circumstance 
of  her  being  a  comparative  stranger  to  the  Greens,  were  my  solo 
reasons  for  paying  more  attention  to  her  than  I  might  otherwise 
have  done. 

Pray  reet  confident  in  the  belief  that  my  aitection  for  you  iv 
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as  unchangiDg  as  my  regret  is  great  that  I  should  ever  have  given 
you  cause  to  doubt  it,  and  believe  me,  dearest  Edna, 

Youra  ever  sincerely  and  devotedly, 

Cbabley  Bbd. 


8.    Anonymoiu  Lots  Latter 

10  Check  St., 
Chicago,  Oct.  10,  19—. 
Bear  Misg  Mayall:  Delicacy  and  modesty  cause  me  to  adopt 
this  mode  of  approach  to  one  for  whom  I  cherish  sentiments  of  the 
warmest  esteem  and  admiration.  Do  not  be  startled  at  this  abrupt 
avowal,  as  it  is  not  the  expression  of  mere  passing  emotion,  nor 
of  the  evanescent  intensity  of  "love  at  first  sight."  No;  my 
words  but  feebly  portray  a  passion  which  has  filled  my  heart  with 
anticipative  delights  and  ray  mind  with  waking  dreams  of  beauty 
and  happiness!  Two  summers  ago  I  first  had  the  pleasure  of 
seeing  you,  and  last  winter  of  meeting  and  conversing  with  you. 
My  impressions  of  the  graces  of  your  person  and  character  being 
thus  formed  from  personal  o'/servation,  and  from  the  unanimous 
opinion  of  friends  who  enjoy  the  happiness  of  your  acquaintance; 
and  particularly  as  I  am  not  altogether  unknown  to  you,  you  may 
naturally  think  it  would  be  moro  manly  and  straightforward  to 
divulge  my  name  at  once — but  ah!  pardon  me,  I  feel  myself  so 
unworthy  of  you,  and  am  so  sensitive  of  slight,  that  I  could  not 
in  the  first  instance  divulge  the  whole  secret  of  an  attachment 
which  I  have  held  as  sacred.  Should  you,  however,  not  despise 
worthy  and  honorable  motives,  and  a  position  in  society  suited  to 
that  which  you  adorn,  you  would  confer  a  very  great  honor  indeed 
upon  one  who  loves  you  with  heartfelt  affection,  by  acknowledging 
this  to 

Yours  very  devotedly, 

Nicholas. 
9.    Proper  Beply,  Declining  Correspondence 

Walton  Squabe,  Oct.  20,  19—. 
Miss  Matall  has  received  a  communication  irom  "  Nicholas, ' ' 
No.  10  Check  Street,  and,  for  reasons  which  she  reserves  to  her- 
self, declines  to  enter  into  further  corrcspoudence. 
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10.    Anotlm  B«ply,  More  Enconiagiiig 

Walton  Squabe,  Oct.  22,  19 — . 
Miss  Matall  begs  to  ackrowledge  receipt  of  "Nicholas'  " 
letter  of  the  10th  inst.,  and  to  say  that  if  ' '  Nicholas  ' '  gives  bis 
leal  name  and  address,  Miss  Mayall  will  consider  it  an  act  of 
politeness  to  state  her  sentiments  franklj,  whether  favorable  or 
sdvetse. 


11.    With  a  Present  to  a  UtAj 

September  1,  19—. 
My  Dear  Nellie: — You  will  receive  enclosed  a  trifling  gift,  your 
acceptance  of  which  will  g^e  great  pleasure  to  one  whose  happi- 
ness is  found  in  promoting  your  own.  You  are  so  constantly  in 
my  remembrance  that  I  am  ever  desirous  of  being  present  in 
yours,  and  your  wearing  this  for  my  suite  will  assure  me  that  I  am 
not  forgotten. 

Reserve  any  comments  on  my  humble  offering  until  our  next 
meeting,  when  I  can  hear  them  with  a  double  pleasure  from  your 
lips,  and,  believe  me,  dear  Nellie, 

Yours  affectionately, 

Chas.  Jameson. 

12.    The  Anonymous  Lo7er 

Chicago,  June  4,  19 — . 
Dear  Miss  Judd: — Your  very  welcome  note  has  agitated  me 
with  a  thousand  hopes  and  fears!  Its  tone,  however,  is  withal  so 
kind,  so  gentle  and  candid,  that  I  hasten  to  unburden  myself  of 
my  secret,  having  the  moat  perfect  confidence  that,  whether  the 
intercourse  thus  begun  may  bo  favorable  to  my  aspirations  or  not, 
you  will  respect  the  purity  of  my  motives,  and  the  sincerity  of  ray 
attachment. 

Most  anxiously  will  I  await  your  reply — pregnant  to  me  with 
words  of  happiness,  or  a  sentence  of  despair!  Till  then,  adieu! 
I  hope  for  the  best;  I  will  look  on  the  bright  side!  Believe  me 
ever,  dear  Miss  Judd,  with  unfeigned  devotion, 

Yours  affectionately, 

Andrew  Hool. 
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IS.    TIls  Lady's  Beply 

iiAKE  View,  June  9,  19 — . 

Dear  Sir:  Your  namp,  though  not  familiar,  rocalls  to  my  recol- 
lection the  evening  we  met  and  conversed,  which,  if  I  mistake  not, 
was  at  the  house  of  our  common  friend,  Mr.  Gaulcy,  of  Evanston. 
I  am  sensible  of  having  on  that  occaaion  received  perhaps  more 
than  ordinary  a^tentions  from  a  gentleman,  a  stranger  to  me,  but 
never  imagined  these  were  indicative  of  other  feelings  than  kind- 
ness or  politeness  might  suggest.  My  impressions  of  the  gentle- 
man's person  and  manners  at  the  time  were  favorable,  and  they 
have  not  been  rendered  loss  agreeable  by  what  has  since  occurred. 
Further  than  this  it  would  bo  neither  modest  nor  prudent  for  me, 
under  present  circumstances,  to  declare.  Suflico  it,  that  as  my 
aunt,  with  whom  I  reside,  is  most  affectionately  interested  in  all 
that  concerns  me,  I  propose  taking  an  early  opportunity  of  ac- 
quainting her  with  this  correspondence,  and  shall  be  guided  by  her 
advice  aa  to  its  continuance  or  cessation. 

The  result  of  interview  I  shall  duly  communicate  to  you,  so 
please  send  no  more  letters  till  you  hear  from  me. 

Meantime,  with  assurances  of  my  respect,  and  a  grateful  sense 
of  the  compliment  intended  by  your  too  flattering  opinion. 

Yours  truly, 

Anniz  M.  Judo, 
Andrew  Hool,  Esq.,  Chisago. 


14.    Another  Beply 

Saturday,  June  14,  19 — . 
Dear  Sir: — In  fulfillment  of  the  promise  in  my  last,  I  confided 
to  my  aunt  the  secret  of  our  correspondence,  reserving  nothing, 
and  she  has  kindly  saved  me  the  delicate  task  of  a  formal  letter 
on  the  subject  by  addressing  you  herself  in  the  accompanying  note. 
I  need  not  say  that  I  join  with  my  aunt  in  the  hope  that  you  will 
form  one  of  our  quiet  circle  on  Wednesday  evening. 

Yours  very  truly, 

Annie  Judd. 
Andrew'  Hool,  Esq. 
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15.    From  th*  Lady'f  OnudUn 

Lakb  View,  June  14,  19 — . 

Bear  Sir: — A  few  days  ago  my  nieco  handed  me  your  letters  to 
ber,  and  gave  me  a  brief  accoust  of  the  correapondence  that  has 
taken  pla«9  between  you.  It  may  be  superfluous  in  me  to  remark 
tliat,  setting  aside  ties  of  relationship,  the  virtues  and  excellent 
qualities  of  Miss  Juild  have  rendered  her  very  dear  to  me,  and 
although  I  have  always  placed  unlimited  confidence  in  her  judg- 
ment and  good  sense,  I  felt  inclined  at  first  to  discountenance 
such  correspondence,  from  the  clandestine  manner  in  which  it  had 
been  carried  on.  On  inquiry  respecting  your  character,  however, 
the  report  is  so  satisfactory  to  me,  and  honorable  to  yourself,  that 
I  cannot  withhold  from  you  credit  for  the  purest  motives  in  this 
affair,  and  I  shall  have  no  objection  to  you  visiting  Miss  J.  occa- 
sionally at  my  house.  Of  course,  I  do  not  commit  myself  to 
anything  further  than  a  simple  permission  to  cultivate  her  ac- 
quaintance, as  it  will  depend  altogether  on  yourselves  whether  or 
not  the  intercourse  may  be  mutually  agreeable. 

On  Friday,  first,  we  expect  a  few  friends  to  tea  and  spend  the 
evening  with  us,  and  it  will  afford  my  niece  and  myself  much 
pleasure  if  you  will  favor  us  with  your  company  at  six  o'clock 
on  that  day.  Very  respectfully  yours, 

Jdlia  Abmstbonq. 

Andrew  Hool,  Esq. 


16.    Tbe  Gentleman's  Beply 

Chicaoo,  Monday,  June  19,  19 — . 

Dear  Miss  Judd: — Your  very  kind  note  with  enclosuro  from 
Mrs.  Armstrong  is  just  to  hand.  Believe  me,  I  cannot  adequately 
express  my  sense  of  your  own  and  your  respected  relative's  most 
considerate  attention,  nor  the  pleasure  it  will  afford  me  to  meet 
you  on  Friday  evening.  Then,  indeed,  shall  I  experience  the  oft- 
anticipated,  but  once  almost  despaired  of,  hap^nness  of  basking  in 
the  sunshine  of  your  society. 

I  write  to  your  aunt  to-day  accepting  her  invitation  for  the 
first.  Meantime,  adieu!  and  assuring  you  of  my  ever-increasing 
esteem.  Yours  very  affectionately, 

Andrew  Hool. 
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17.    TlM  OentUman'B  Baply  to  the  OnanUan 

Chicago,  June  19,  19 — . 
Dear  Madam: — I  cannot  adequately  exprciw  my  unne  of  tha 
frank  and  generous  tone  of  your  kind  note  just  received.  I  feel 
that  its  sentiments  have  been  dictated  by  motives  of  the  purest 
character,  and  I  heg  you  will  accept  my  heartfelt  gratitude  for 
the  obligation  you  have  laid  me  under,  in  according  me  the  privi- 
lege of  a  closer  intimacy  with  one  whose  society  I  value  above  that 
of  any  other. 

I  shall  have  very  great  plonsure  in  meeting  yourself  and  friends 
on  Friday;  and,  trusting  that  my  conduct  will  always  merit  the 
confidence  you  have  reposed  in  me, 

Yours  very  respectfully, 

An:!sew  Hool. 
Mrs.  Armstrong,  Lake  View. 

18.    From  the  Oentleman,  with  a  Preient 

Chicaoo,  July  9,  19—. 
Dear  Annie: — May  I  entreat  your  kind  acceptance  of  the  accom- 
panying trifle  as  a  simple  token  of  my  unvarying  and  ever-increas- 
ing affection  f  I  trust  you  will  wear  it  for  my  sake,  and  value  it 
not  for  the  cost,  which  is  insignificant,  but  as  the  gift  of  one  with 
whoso  brightest  hopes  and  purest  enjoyments  your  presence  is  ever 
associated.  Reserve  what  you  have  to  say  upon  the  subject  till  our 
next  meeting,  a  pleasure  which  I  anticipate  to-morrow  evening; 
and,  believe  me,  my  dear  Annie, 

Yours  devotedly, 

Andrew  IIool. 


19.    Fioin  a  Gentleman,  Proposing  to  Fay  Bis  Addresses 

Fort  Green  Place,  Aug.  4,  19 — . 
Deor  3f«»  Jones: — It  has  been  my  happy  fortune  for  a  con- 
siderable time  past  to  meet  you  frequently  in  society,  and  at  every 
meeting  with  increasing  delight.  Jly  attentions  may  not  have 
seemed  to  you  to  have  exceedoil  the  ordinary  courtesies  of  friends, 
but  I  assure  you  thoy  were  bestowed  with  a  heartiness  and  devo- 
tion which  I  never  felt  towards  any  other  of  your  sex,  and,  unless 
I  am  greatly  mistaken,  the  cheerfulness  of  manner  with  wliich  you 
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reeeived  them  ii  an  indication  of  a  partiality,  however  alight,  on 
your  part.  It  is  thii  conviction  which  oncouragea  me  to  avow  the 
ardent  passion  I  have  long  cherished  townrdsyou,  and,  as  my  senti- 
ments are  honorable  and  sincere,  I  trust  they  may  be  reciprocated 
with  the  generosity  of  heart  I  so  gladly  admire.  I  am  averse  to 
pressing  my  suit  in  the  language  of  adulation,  knowing  it  would 
offend  your  good  sense  and  delicacy  of  feeling,  but  would  simply 
express  my  earnest  desire  to  be  regarded  as  a  recognized  suitor  for 
your  hand,  and  to  hope  that  opportunities  for  maturing  our  friend- 
ship into  mutual  affection  may  be  freely  granted.  It  is  almost 
unnecessary  for  me  to  add  that  your  respected  parents'  approval 
of  my  intentions  will,  next  to  your  consent,  give  me  unbounded 
satisfaction. 
In  hope  of  hearing  favorably  from  you  very  soon, 

!  Very  devotedly  yours, 

FB£D  E.  Jaios. 


20.    Baply,  Declining  Ooirespondanc* 

Oak  Pask  Place,  Aug.  S,  19 — . 
Dear  Sir: — ^Tour  letter  of  yesterday  has  just  reached  me,  and 
I  beg  to  thanlE  you  most  sincerely  for  your  very  flattering  opinion 
of  my  humble  merits.  As  a  friend,  and  since  our  last  introduc- 
tion, I  have  never  ceased  to  esteem  and  regard  you,  but  I  should 
regret  very  much  if  anything  in  my  conduct  should  have  led  you 
to  believe  I  entertained  other  sentiments  towards  you,  aa  there  are 
reasons  it  would  be  injudicious  in  me  to  communicate  at  present 
which  make  nie  decline  your  kind  advances.  Trusting  you  will 
Boon  meet  with  a  lady  in  every  way  worthy  of  your  love. 
Yours  very  respectfully, 

Vebnii  Jonis. 
Frederick  James,  Esq. 

21.    Another  Beply,  trnfavorable 

Oak  Paek  Place,  Aug.  7,  19 — . 
Sir: — There  is  such  a  tone  of  candor  and  sincerity  to  your  letter 
that  it  gives  me  pain  to  be  obliged  to  answer  it  in  the  negative. 
Your  character  as  a  gentleman,  for  which  I  have  always  enter- 
tained a  high  esteem,  assures  me  you  are  in  earnest,  but  a  sense  of 
honor,  aa  well  as  a  respect  for  your  sentiments,  compels  me  to  own 
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at  tho  ontKt  that  I  do  not  feel  .aat  preference  for  you,  without 
which  the  result  of  a  cloior  Intimacy  might  be  mutual  iliaappoint- 
ment.  I  make  this  avowal  frankly  and  in  no  unkind  spirit,  for  I 
am  iatiafled  that  many  young  ladies,  much  more  deserving  than 
myself,  would  think  themselves  greatly  flattered  by  your  choice, 
and  I  trust  you  may  find  one  whose  virtues  and  accomplishments 
will  make  you  speedily  forget, 

Your*  respectfully, 

VUINIE  JONU. 

Fred  £.  Jamei,  Esq. 

22.    Another,  FaToraUe 

Oak  Paek  Place,  Aug.  30,  19 — . 
Dear  Sir: — It  is  my  pleasing  duty  to  acknowledge  receipt  of 
your  letter  of  yesterday,  as  well  as  to  express  the  obligations  I 
feel  for  the  sentiments  contained  in  it ;  and  I  beg  to  assure  you, 
whatever  may  be  tho  issue  of  your  solicitation  in  another  quarter, 
the  friendship  I  entertain  towards  you,  from  our  long  acquaint* 
ance,  will  not  be  in  any  manner  altered. 

Besides  mere  personal  regard  on  cither  side,  there  are  many 
things  to  be  considered,  regarding  which  I  must  refer  you  to  my 
father;  and,  if  tho  result  is  such  as  I  anticipate,  I  have  no  doubt 
my  happiness  will  be  attended  to  by  permission  to  decide  for  my- 
self. But,  believe  me,  I  shall  never  cease  to  feel  obliged  by  a  pref- 
erence in  itself  sufficiently  flattering,  and  rendereil  still  more  so  by 
the  handsome  manner  in  which  it  is  expressed ;  and  I  hope,  should 
my  parents  see  cause  to  decline  the  proposed  favor  of  your  alliance, 
it  will  not  mar  the  agreeable  intercourse  subsisting  be!  veen  our 
families,  or  deprive  us  of  friends  who  possess  a  great  portion  of 
our  esteem  and  regard. 

Yours  very  sincerely, 

ViBN'iE  Jones. 
To  Fred  .Tames,  Esq. 

23.    He  Acknowledges  Beceipt 

Fort  Geeen  Place,  Sept.  4,  19 — . 
Dear  Misa  Jones : — I  cannot  allow  the  day  to  close  without  mak- 
ing an  attempt,  however  feeble,  to  express  the  delight  I  have  ex- 
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periencwl  in  penning  your  letter.  And  lueh  a  lettcrl  How  frank 
nn<l  eondid  in  it*  tonel  How  deUcate  and  confiding  in  ita  lentl- 
mentil  Believe  me,  word*  cannot  dcKrilw  the  ecito«y  of  my  feel- 
Inga  on  reading  it,  nor  tell  how  the  thouiand  doubta  and  fears 
which  had  agitated  me  gave  place  to  fccllnga  of  'inboumle.1 
felicity  on  finding  my  flattering  hopes,  ao  far  as  the  object  of 
them  ia  concerned,  have  not  been  in  vain!  Tomorrow  I  shall 
avail  myself  of  my  earliest  opportunity  to  wait  upon  your  re- 
spected father;  and  allow  me  to  add,  my  most  fervent  wish  is 
that  the  intimacy  just  begun  may  result  in  our  mutual  love  and 
happiness.  In  anticipation  of  the  blissful  hour  when  I  shall 
hasten  to  your  presence,  I  renULia 

Yours  devotedly, 
I  Fuo  E.  Jaius. 


U.    Propoilng  Mantaga 

FoBT  OuEiK  Place,  Dec.  2,  19—. 

Dearest  remi>:— The  delightful  hours  I  have  passed  in  your 
society  havo  left  an  impression  on  my  mind  that  is  altogether 
indeUblo,  and  cannot  be  effaced  even  by  time  itself.  Daily  have 
I  had  opportunities  of  observing  the  thousand  acts  of  amiability 
and  kindness  which  mark  the  even  tenor  of  your  life,  untU  my 
feelings  of  affectionate  regard  have  ripened  into  a  passion 
strong,  ardent,  and  sincere,  and  I  have  associated  my  hopes  of 
future  happiness  with  the  idea  of  you  as  a  life  partner  in  them 
Believe  me,  dearest  Vcmie,  this  is  no  puerile  fancy,  but  the  ma- 
tured result  of  a  long  and  warmly  cherished  admiration  of  your 
niany  charms  of  person  and  miud.  Love,  pure,  devoted  love,  is 
the  impelling  power,  and  I  feel  confident  your  knowledge  of  my 
character  will  lead  you  to  ascribe  my  motives  to  their  true  source. 

May  I  then  implore  you  to  consult  your  own  heart,  and,  ehouhl 
my  honorable  passion  be  crowned  with  your  acceptance  and  ap- 
proval, to  grant  me  permission  to  refer  tho  matter  definitely  to 
your  parents. 

Anxiously  awaiting  your  answer,  I  am,  my  dear  Vernie, 

Yours  sincerely  and  devotedly, 

Fbed  Jaues, 
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8S.    Th«  Lady'i  Btply 

W'cilnpiiilny,  T)pe.  fl,  10 — . 

Jtfy  Dear  Fred: — Although  I  havo  frpqupiitly  nntortnlimd 
thought!  of  marrlugo  mi  n  probable  ovrnt  in  tlip  futiirp,  it  ainiijra 
•Mined  BO  far  ilintant  that  its  reality  aa  a  proxinuito  occurremro 
came  upon  mo  with  the  Huililpnnena  of  n  aurpritc,  but  at  the  aamu 
time  with  a  feeling  of  responsibility  whieh  I  never  possi'sscil 
before.  You  must  know  so  well  the  strength  of  my  attachment 
that  1  con  give  you  but  oiio  answfr,  ami  I  think  you  need  >"vo 
DO  foreboding  fears  of  other  than  a  favorable  acceptance  of 
your  proposals  with  those  whose  eonscnt  is  now  wanting  to  our 
prospective  union. 

Papa  is  to  bo  at  homo  every  evening  this  week,  so  you  can 
suit  your  own  convenience  to  havo  the  ilesircd  interview  with  him. 

You  must  excuse  my  writing  at  greater  length,  as  I  confess  to 
being  a  Httle  excited,  anil  as  wc  shall  meet  so  soon  wo  can  defer 
the  discussion  of  a  thousand  and  one  subjects  of  equal  interest 
to  both  of  us  till  wo  can  talk  of  them  without  interruption. 
Yours  very  affectionately, 

Veb.nie  Jones. 


26.    Proposing  a  Day  for  the  Matilaga  OeTemony 

Port  Oreem  ri-ACE,  Dec.  20,  19—. 
Ml/  Dear  Ventie; — The  very  kind  letter  I  have  Just  received 
from  your  father,  the  tenor  of  which  I  presume  is  not  unknown 
to  you,  inspires  me  in  the  hope  that  tho  thrice  happy  dny,  to 
whoso  advent  I  huvp  long  looked  forward,  cannot  now  bo  far 
distant.  You  will  recollect  that  at  our  delighiful  iiiei'ting  on 
Friday  evening  I  Haiil,  so  far  an  my  plans  are  concerned,  there 
is  nothing  to  prevent  our  nuptial  cerrmony  being  perfornieil  on 
Friday,  Feb.  2d;  but,  of  course,  this  is  contingent  on  the  day 
suiting  your  own  and  your  relatives'  convenience.  Remember, 
my  dear  Vernie,  I  will  regard  each  dny  as  of  a  week's  dur;iUun 
till  I  can  call  you  my  own  for  all  the  time;  do  not  then,  I  pray 
you,  lose  an  hour,  if  possible,  but  accelerate  every  arrangement 
for  that  event  which  will  permit  mo  to  sign  myself  your  affec- 
tionate husband  till  death;  though  meantime,  believe  me,  my 
dear  Vernie,  Your  attached  and  faithful 

i'Kiin. 
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27.    From  a  OanUainaii,  vlth  a  FnMat 

Saturdaf,  April  18,  19—. 
My  Dear  Jennie:— Yoa  will  receive  enclosed  a  trifling  gift, 
your  acceptance  of  which  will  give  real  pleasure  to  one  whose 
happiness  is  found  in  promoting  yours.  You  are  so  constantly 
fa  my  remembrance  that  I  am  ever  anxious  to  be  present  to 
yours,  and  your  wearing  this  for  my  sake  will  satisfy  me  I  am  at 
least  not  forgotten.  Reserve  any  comments  on  my  humble  offer- 
ing till  Pur  next  meeting,  when  I  can  hear  them  with  a  double 
pleasure  from  your  lips;  and,  believe  me,  my  dear  Jennie, 
Yours  most  affectionately, 

James  Miea. 

28.    Profendng  Attacliment  to  a  Lady  on  Sbort  Acanalntance 

Washington  Square,  Nov.  21,  19 — . 

Dear  Miss  Williams:— I  do  not  doubt  the  perusal  of  this  com- 
munication will  excite  in  you  feelings  differing  in  character  and 
intensity,  and  it  is  with  no  small  degree  of  hesitancy  as  to  tho 
reception  you  will  accord  to  my  avowal  that  I  have  resolved  to 
address  you  in  this  manner.  Allow  me,  however,  at  the  outset, 
to  assure  you  of  the  real  nature  of  my  sentiments,  and  to  entreat 
your  generous  consideration  for  what  you  may  deem  presumptuous 
in  my  language  or  my  aspirations. 

Though  but  a  brief  period  has  elapsed  since  I  first  had  tho 
felicity  of  meeting  you,  and  our  intercourse  has  been  compara- 
tively limited,  the  impression  created  on  my  heart  by  your  good 
sense  and  amiability  of  disposition  is  a  most  pleasing,  and,  unless 
I  greatly  mistake  my  own  feelings,  I  believe  a  permanent  one. 
You  cannot  have  failed  to  observe  that  latterly  my  attentions 
have  been  directed  to  yon  in  a  manner  indicative  of  admiration, 
and  pardon  my  vanity,  I  flatter  myself  this  conduct  was  not  alto- 
gether disagreeable  to  you.  Be  this  as  it  may,  however,  tho 
hours  which  I  have  passed  in  your  society  have  been  replete  with 
the  most  delightful  enjoyment  to  me,  and  my  ardent  desire  is  to 
cherish  a  more  intimate  acquaintance  with,  and  a  deeper  affection 
for,  one  who  already  possesses  my  highest  esteem  and  regard. 

Having  thus  candidly  confessed  my  partiality,  may  I  request 
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the  honor  of  a  note  in  reply,  saTing  if  I  may  fondly  hope  that 
Biy  Motiments  are  reciprocated.     Meantime,  I  remain 
Yours  sincerely  and  afFcctionately, 

Chables  Knioht. 

29.    Ths  Lady's  Beply,  UnfaToiabls 

32  Madison  Place, 

Nov.  23,  19—. 

Sir: — Althongh  I  esteem  it  as  the  highest  compliment  that  can 
be  paid  to  our  sex  to  receive  proposals  calculated  to  lead  to  a 
permanent  intimacy,  I  cannot  regard  your  letter  of  21st  inst., 
however  honorable  on  your  part,  as  dictated  by  motives  of  pru- 
dence or  delicacy.  I  regret  much  to  learn  that  mere  ordinary 
courtesy  in  acknowledging  your  polite  attentions  in  company 
should  have  induced  you  to  think  I  entertained  other  feelings 
towards  you  than  those  of  a  friend.  In  the  meantime,  therefore, 
I  beg  that  you  will  regard  me  in  that  light  only,  for  it  is  possi- 
ble, from  the  imperfect  acquaintance  you  must  have  of  my  char- 
■jCter  and  disposition,  that  what  you  conceive  to  be  a  lasting  im- 
pression may  be  the  effect  of  temporary  excitement  on  an  ardent 
and  generous  heart.  And,  as  it  would  be  unfair  on  my  part  to 
keep  you  in  suspense,  I  beg  distinctly  to  state  that  I  do  not  feel 
disposed  to  accept  the  flattering  offers  you  have  made  to  me. 
With  assurances  of  my  respect,  I  remain,  sir, 

Your  sincere  friend, 

Sabah  Wiixiaus. 

Charles  Knight,  Esq. 

30.  Another  Beply,  Favorable 

Madison  Place, 

Nov.  25,  19—. 
Dear  Sir: — Tour  letter  of  Slst  inat.  has  certainly  surprised  me, 
and,  although  I  feel  pleasure  in  having  elicited  such  honorable 
sentiments  from  you,  I  am  at  the  same  time  aware,  from  our 
very  brief  acquaintance,  that  it  is  possible  a  transitory  sensation 
may  be  mistaken  for  a  permanent  impression.  On  consideration 
of  the  circumstances,  therefore,  I  resolved  to  place  your  letter  in 
the  hands  of  my  parents,  who  have  not  been  unobservant  of  those 
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attentions  to  which  you  allude,  and  as  th^  have  reason  to  be- 
lieve from  your  character  that  the  high  compliment  you  have  paid 
me  has  been  done  with  a  delicate  sense  of  honor,  they  have  per- 
mitted me  to  reply  at  my  discretion,  cautioning  me  only  not  to 
be  too  hasty  in  giving  to,  or  rpceiving  from,  another  such  a 
promise  as  may  involve  the  happiness  of  a  whole  life.  Meantime, 
therefore,  I  must  beg  of  you,  until  we  know  more  of  each  other, 
to  excuse  me  giving  my  direct  sanction  to  your  address. 

Mamma  begs  to  say  she  will  be  glad  to  have  the  pleasure  of 
your  company  to  meet  a  few  friends  at  tea  on  Monday  evening 
if  you  shoxild  not  be  otherwise  engaged. 

Yours  very  sincerely, 

Sabau  Williams. 

Charles  Knight,  Esq. 

31.    From  a  Young  Lady's  Motber,   UnfaTorable 

PniLADELrniA,  June  1,  19 — . 

Bear  Sir: — I  have  this  moment  concluded  an  interview  with 
my  daughter  Jennie,  which  has  entirely  changed  my  views  and 
intentions.  I  pledged  myself  to  use  a  mother's  influence  in  your 
favor,  and  this  I  have  carefully  and  perscveringly  done;  but 
when  I  assure  you  that  ahe  is  most  obstinately  averse  to  your 
proposal,  and  that  she  looks  upon  your  overtures  with  insur- 
mountable repugnance,  I  think  your  own  superior  judgment  will 
inform  you  of  the  unprofitableness  of  any  further  advance  on 
your  part.  As  a  parent,  I  shall  at  all  times  counsel  my  children 
to  tho  best  of  my  ability,  but,  as  a  mother,  I  shall  leave  them 
to  their  own  seloetion  of  thoso  partners  with  whom  the  happiness 
of  a  lifetime  is  connected,  and  in  which,  therefore,  they  only  are 
the  proper  and  satisfactory  adjudicntors. 

Yours  very  respectfully, 

Mrs.  David  Eldes. 

Geo.  M.  Hood,  Esq. 

32.    Gentleman  Seplying  to  a  Beproach 

Belmont  Ave., 

Baltimore,  June  2,  19 — . 
My  Dearest  Bone: — "Faithless! — fickle! — forgetful! — other  ob- 
jects    of     atta(;linient ! — wounded     feelings! — blighted     hopesi  " 


f'Si  1'  ' 
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What  mean  all  those  hard  and  piercing  wordsf  What  ails  mj 
own  dear  sweet  Rose  to  rail  so  at  her  loving,  doting,  devoted 
Henry,  who  would  as  soon  cut  off  his  right  hand  as  wound  her 
tender  heart,  or  give  her  tho  faintest  shadow  of  a  cause  for 
uneasinesat  Ah,  my  dear  Rose!  some  one  must  have  miscon- 
Btmcted  my  conduct  or  greatly  exaggerated  tho  circumstances 
referred  to  in  narrating  them  to  you,  else  I  could  not  believe 
you  so  ungenerous  as  to  bestow,  or  myself  so  way^vard  as  to 
merit,  the  severe  reproach  contained  in  your  letter  just  received. 
I  can  infer  from  your  allusions  that  incidents  in  themselves  o' 
little  moment  have  been  magnified  in  importance,  and  made  to 
indicate  feelings  of  love  where  only  cheerful  politeness  or  light- 
hearted  pleasantry  were  inteniled  and  accepted.  "Forget  you!  " 
No,  no,  my  loved  one !  it  is  not  so ;  for  never  have  I  seen,  and 
never  do  I  expect  to  see,  that  fair  one  for  whose  sake  I  would 
forswefer  those  solemn  vows  of  love  and  constancy  I  have  so  often 
pledged  to  you!  But  why  need  I  thus  paraile  my  truthfu'.noss 
or  boast  my  innocency  to  Rose?  It  cannot  be,  surely,  that  you 
are  serious  in  those  strong  phrases  already  quoted!  Oh!  how 
marked  a  contrast  they  bear  to  the  tenor  of  the  previous  epistle 
from  the  same  loving,  ^ntle,  confiding  correspondent! 

Soothe  your  fears,  my  dear  Rose,  and  calm  your  anxieties,  for 
trust  me  they  are  groundless.  I  must  really  put  myself  to  in- 
convenience to-morrow  evening  (I  intended  going  out  of  town) 
by  waiting  on  you  personally  to  explain  this  matter,  and  to  prove 
to  you  how  sincerely  I  am,  and  ever  will  be, 

Your  loving  and  affectionate 

HSKMAN. 

93.    Invltixig  a  Lady  to  Attend  a  Ball 

30    PABK   AVENtJE, 

November  2,  19 — . 
Bear  Miss  Pratt :—'The  "Band  of  Hope  Society'*  Ball  is  to 
come  off  in  the  Madison  Hall  on  Thursday,  10th  inst.,  and  as 
the  standing  rules  require  each  member  to  be  accompanied  by  a 
partner,  may  I  solicit  the  honor  of  your  company  on  that  occa- 
sion t  When  I  mention  that  Miss  Leah  and  Mrs.  M.  Smith  have 
kindly  agreed  to  superintend  the  arrangements,  I  think  you  will 
be  satisfied  that  everything  will  be  done  which  can  contribute  to 
the  comfort  and  enjoyment  of  the  ladies. 
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I  shall  do  DiyBelf  the  pleasure  of  calling  on  Thursday  evening, 
and  anticipate  the  honor  of  your  consent.  I  am,  with  tlie  greatest 
rapeot, 

Yours  faithfully, 

Otto   Hessiko. 

SI.    Reply,  Declining  tbe  Invitation 

4001  Park  Avenub, 

November  3,  19 — . 
If'w  Pratt  presents  compliments  to  Mr.  Otto  Hessing,  and  re- 
grots  that  a  prior  engagement  compols  her  to  decline  his  kind 
invitation  to  the  ball  of  the  Band  of  Hope  Society  on  Thursilay 
next.  Miss  J.  W.  begs  to  express  her  sense  of  Mr.  Hessing  *s 
politeness,  and  her  grateful  acknowledgments  of  the  honor  in- 
tended by  his  solcetion  of  a  partner. 

35.    InvitiDg  a  Lady  to  an  Entertainment 

Belmont,  Dec.  3,  19 — . 
Dear  Hiss  Cole: — I  trust  you  will  not  consider  me  trespassing 
on  the  privilege  of  my  intercourse  with  your  family  in  the  re- 
quest I  am  now  about  to  prefer.  You  are,  no  doubt,  aware  that 
the  Annual  Festival  of  the  Turners'  Association  of  the  County  is 
to  be  held  at  the  Turners'  Hall  on  Thursday  next,  and,  as  I 
think  you  have  an  appreciation  of  the  bill  of  fare  to  be  presented, 
if  you  are  not  otherwise  engaged  on  that  evening  you  will  confer 
a  great  honor  on  me  by  accepting  a  ticket  for  the  entertainment. 
If  you  will  kindly  consent  to  accompany  Mr.  James  Corey,  and 
my  sister  May,  and  myself,  we  shall  be  happy  to  call  for  you 
with  a  carriage  at  7  p.  m. 

I  may  mention  that  full  dress  is  expected,  but  ia  not  impera- 
tive; so  you  can  suit  your  own  taste  and  convenience  on  that 
point. 

Very  respectfully  yours, 

Andrew  Corey. 

36.    Beply,  Consenting 

200  Vebnou  Place, 

December  4,  19 — . 
Vear  Sir: — I  hasten  to  acknowledge  your  note  of   yesterday, 
and  to  say  I  shall  have  much  pleasure  in  accompanying  yourself 
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and  friends  to  the  festival  on  Thursday  evening;  and  I  am  sure, 
if  the  concert  is  as  well  conducted  as  on  former  occasions,  we 
shall  enjoy  a  very  great  treat. 

Mamma  desires  her  compliments,  and  will  be  happy  if  you  can 
make  it  convenient  to  call  any  evening  this  week.  We  will  be 
quite  alone. 

With  thanks  for  your  obliging  iavitatioii,  I  am 

Sincerely  yours, 

Mamie  Cots. 
Andrew  Corey,  Esq. 


37.    A  Iiady's  Answer  to  a  Beproacli  from  Her  Engaged' Saitdr 

March  1,  19—. 

"My  Dear  WiUiam: — Nothing  could  give  me  greater  pain  than 
the  thought  that  you  could  <leem  me  so  heartless  as  to  reject 
your  affectionate  attentions,  while  an  understanding,  on  which 
our  prospective  happiness  greatly  depends,  exists  between  us.  I 
am  really  grieved  to  find  you  capable  of  writing  in  such  a  tone, 
and  I  beseech  you  to  banish  from  your  mind,  now  and  forever, 
all  such  ungenerous  sentiments  and  groundless  fears  as  you  have 
expressed.  I  hcartil;  acknowledj;e  the  anlnr  and  tenderness  of 
your  love,  and  I  atfribute  to  an  ovor-sensitivenea?,  with  respect 
to  my  reciproeating  your  affections,  the  hnsty,  and  I  had  almost 
said  unkind,  terms  in  which  you  have  addressetl  me. 

I  regret  that  the  common  courtesies  of  society  with  which  I 
received  the  attentions  of  Mr.  Smidt  should  have  been  inter- 
preted by  you  as  meaning  "something  more."  Let  me  assure 
you  they  indicated  no  higher  or  warmer  feelings  than  those  of 
mere  friendship.  My  heart  is  yours  as  much  as  it  has  ever  been, 
and  I  remain  as  faithful  as  when  we  first  pledged  our  vows  of 
mutual  constancy. 

What  further  can  I  say?  I  am  deeply  sorry  my  conduct 
should  have  given  you  any  cause  of  uneasiness;  and,  trusting  this 
ample  explanation  will  remove  all  doubt  and  suspicion,  believe  me 

Yours  very  aflfeetionately, 

Emily  Picacs. 
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38.    A  Ctantiemui'B  Bcproaeb  for  Ooolnan 

BuBLiNo  Street, 

Saturday,  May  10,  19 — . 

liy  Dear  Ethel:  Ever  since  «ho  evening  we  met  at  Mr.  Ray's, 
I  have  puzzled  myself  to  explain,  in  some  way  or  another,  the 
evident  coolness,  if  not  indiffnrenco,  you  manifested  towards  me 
on  that  occasion.  When  I  happened  to  come  in  co-'act  with  you, 
or  to  show  you  any  of  those  little  marks  of  attention  nsnally 
paid  by  our  sex  to  yours,  you  appeared  so  taken  up  with  some 
other  person  or  subject  not  to  notice  them,  while  similar  cour- 
tesies evinced  by  Mr.  Ewing,  Mr.  Westbay,  etc.,  were  acknowl- 
edgeil  with  a  heartiness  and  cordiality  such  as  have  often  more 
than  recompensed  me  for  all  my  anxieties  regarding  your  com- 
fort and  hnppiness.  As  yourconduet  to  me  continued  uniformly 
cold  during  the  evening,  and  "good  night"  was  given  with  at. 
averted  head,  I  was  painfully  alarmed  lest  whatever  portion  of 
your  affections  I  had  hitherto  enjoyed  had  been,  from  some  un 
known  cause,  forfeited;  and  the  bitter  reflection  was  forced  on 
me  that  one  of  my  most  cheering  hopes  and  pleasing  aspirations 
was  doomed  to  disappointment!  My  dear  Ethel!  is  this  bo»  If 
I  have  don©  anything  to  offend  you  or  to  merit  such  treatment, 
I  humbly  beg  your  forgiveness;  for  I  assure  you  nothing  was 
further  from  my  thoughts  than  to  make  you  unhappy,  and  never 
has  my  love  for  you  been  more  ardent,  or  my  admiration  more 
sincere  than  it  is  now. 

As  I  cannot  believe  you  so  unkind  as  willingly  to  wound  my 
feelings,  I  implore  you  to  relieve  my  anxious,  troubled  heart  by 
replying  to  this  as  soon  as  you  can,  for  I  am  all  impatience  to 
know  whether  I  am  to  be  the  happiest  or  most  miserable  of  mor- 
tals.    Believe  me 

Yours  Tery  sincerely, 

Eabl  Maevin. 


39.     A   Tradesman  Offering   Marriage   to  His   Sweetheart,   a 
Domestic  Servant 

Chicaoo.  September  1,  19—. 
Ity  Bear  A>jn>;_For  a  long  time  past  I  have  felt  an  eager 
desire  to  give  you  a  bit  of  my  mind  on  a  matter  of  some  import 
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ance  to  me,— viz.:  to  tell  you  how  greatly  I  ailmire  your  various 
ehamu  and  good  qualities;  in  fact,  to  confess  that  I  am  in  lovo 
with  you.  I  dare  say  you  must  have  discovered  this  in  my  con- 
duct many  times  (for  you  girls  are  much  quicker  in  observation 
than  cur  sex),  because  I  enjoyed  such  a  happy  state  of  excite- 
ment when  in  your  company  that  parting  gave  mo  a  pang,  and 
my  most  fervent  wish  was  soon  to  meet  again.  The  thought  of 
you,  indeed,  is  never  absent  from  my  mind,  whether  in  the  active 
labors  of  the  day  or  the  flitting  dreams  of  the  night;  and  my 
heart  is  thus  wholly  set  on  you.  I  entreat  your  kind  consideration 
for  the  proposal  I  am  about  to  make. 

It  gives  me  pleasure  to  inform  you  that  I  have  saved  by  econ- 
omy as  much  money  as  will  faraish  a  small  cottage,  and  enable 
me  to  begin  housekeeping  with  a  wife  in  a  comfortable  way;  and, 
us  I  am  in  a  permanent  employment  at  $12  a  week,  I  offer  you, 
with  all  sincerity,  my  hand  and  heart,  if  you  aro  willing  to  share 
life's  cares  and  joys  with  one  who  loves  you  devotedly,  and  will 
be  ever  an  a«ectioaate  and  tender  husband.  I  am,  my  dear  Nellie, 
Tour  faithful  and  devoted  love, 

George  Donobxtx. 


40.    Beply,  Declining  the  Otfer 

September  4,  19 — . 

Sir: — I  received  your  letter  of  the  lat  inst.,  and  in  reply  I 
regret  that  any  conduct  on  my  part  should  have  led  you  to  think 
I  had  sucfa  a  preference  for  ^ou  as  to  induce  you  to  make  the 
offer  contained  in  your  epistle.  As  I  have  no  desire  to  enter  the 
married  state  at  present,— and  certainly  do  not  entertain  for  you 
those  feelings  of  regard  and  affection  without  which  a  union  of 
hands  would  produce  happiness  tn  neither  of  us. — 1  beg  respect- 
fully to  decline  the  honor  of  your  adilrosa. 

At  the  same  time  I  thank  you  most  rordally  for  your  kind 
wishes  and  intentions;  ami  in  hopea  that  you  may  shortly  meet 
with  a  girl  who  is  in  every  \\:\y  deser\ing  of  your  love,  and  who 
will  return  it  with  sincere  dcvotedness,  I  am.  sir. 

Yours  truly, 

Nellie  .'Jatali* 
Us.  Geo.-gc   TSonSnx.li. 
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41,    Another  Buply,  FsTonbU 

September  7,  19—. 
D*ar  Cror/7«.'— Tour  letter  was  a  very  agreeable  surprise  to 
me,  and  I  cannot  tell  how  much  pleased  I  was  to  learn  that  you 
have  so  long  had  a  preference  for  me.  Of  course,  I  co.Ud  not 
avoid  obser»ing  that  your  attentions  were  din .  1  to  me  in  a 
particular  manner,  but  perhaps  you  have  not  Sen  aware  that  I 
have  always  felt  great  pleasure  in  your  comr  .  •  -indeed,  that  I 
prefer  you  to  any  other  of  my  acquaintan  among  your  sex. 
Modesty  prevents  me  saying  more  at  present,  but  should  your 
proposals  meet  with  the  approval  of  my  parents,  I  shall  make  no 
opposition;  and  as  I  shall  see  you  as  usual  on  Sunday  evenina 
I  add  no  more  but  that  I  am 

Yours  affectionately  and  sincerely, 

Nellie  Matall. 

42.    Infonning  Her  Parents  of  the  Proposal  of  Marrl»s^  and 
Bequesting  Their  Consent 

Chicaoo,  September  14,  19—. 
My  Dear  Father  and  Mother.— I  believe  you  have  heard   mo 
speak  more  than  once  of  a  young  man,  George  Donohue,  with 
whom  I  have  been  atn-ainted  for  a  considerable  time,  and  who 
has  paid  his  addresses  •>  in  a  particular  manner  for  about 

two  years  bax^k.  He  now  j,.  ,,,.3cs  marriage,  and  as  I  think  ho 
possesses  every  quality  that  can  promote  mv  happiness,  I  am 
inclined  to  accept  his  offer;  indeed,  I  have  done  so  already  on 
comiition  you  approve  of  the  union.  George  is  in  the  printing 
trade,  a  compositor,  and  is  a  very  stea<ly  workman.  He  is  in 
permanent  employment  at  $12  a  week,  and  has  saved  of  his  earn- 
ings as  much  as  will  furnish  a  house  in  a  moderate  wav  So 
far  as  I  have  ever  seen  or  known,  he  is  not  addicted  to  any  bad 
habits,  is  good  tempereil  and  kind,  and  I  have  every  confidence 
in  his  being  an  affectionate  and  dutiful  husband.  I  may  men- 
tion that  Mrs.  Malloy  has  a  most  favorable  opinion  of  him,  and 
has  allowed  a  reasonable  indulgence  for  our  seeing  each  other 
frequently,  which  she  would  not  have  done  unless  ho  were  re- 
spectable and  well-behaved. 
As  I  am  q=ite  .uru  that  anything  wfeieb  can  affect  my  welfare 
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will  not  bo  uninteresting  to  you,  I  now  request  your  consent  to 
accept  the  offer;  and  in  hopes  of  receiving  your  immediato  and 
bearty  approval,  I  am 

Toot  dutiful  and  affectionate  daughter, 

Melui. 

43.    Acqtulntiiig  Her  Engaged  Suitor  with  Bei  Farenta' 
Consent 

September  27,  19 — . 
Ity  Dear  George:  As  arranged  with  you  at  ou.  last  meeting, 
I  wrote  to  my  father  and  mother  of  our  mutual  attachment  hav- 
ing resulted  in  a  proposal  of  marriage,  and  I  am  delighted  to  say 
it  has  met  their  cheerful  and  willing  consent.  I  cannot  tell  you 
how  gratifying  it  is  that  they  place  so  much  reliance  on  my  pru- 
dence as  to  give  their  cordial  approval  to  my  union  with  one  of 
whom  they  as  yet  knrw  uotliinj;,  except  through  mvsflf.  By  tho 
bye,  as  they  are  naturally  desirous  of  making  the  acquaintance, 
without  ik'lay,  of  one  who  is  shortly  to  stand  in  suoh  an  interest- 
ing relationship,  they  have  invited  us  to  spend  next  Sunday  with 
them  at  Wa'tvn  Mead.  I  am  quite  sure  the  old  folks  and  you 
will  become  w»^  good  friends  in  a  short  time,  so  I  hope  you  can 
make  it  conwwient  to  accompany  me.  Please  let  me  know  if  you 
can  join  me  at  the  i?ut'dingtou  station  on  Saturday,  at  five  p.  m., 
and,  meantime,  vesen'ing  all  other  subjects  till  we  meet,  I  am. 
Yours  very  affectionately, 

Nellie  Matall. 


44. 


to  Above,  Ammginx  Appointment 


Chicaoo,  September  2S,  19 — . 

My  Dear  Nellie: — The  gladdening  intelligjnce  conveyed  in  your 
letter  of  yesteriiay  settles  all  doubts  as  tu  our  mutual  affection 
being  confirmed  by  the  sacred  rites  of  marriage,  and  it  remains 
for  us  now  to  fix  the  auspicious  day  when  we  shall  be  made  one 
openly  to  the  world  as  we  are  now  ouo  secretly  at  heart.  The 
sooner  the  better,  love!  but  we  must  talk  at  length  about  this 
matter  the  first  time  I  see  you. 

It  will  give  me  very  great  pleasure  indeed  to  accept  your 
kind  parents'  invitation;   and  if,  as  I  doubt  not,  they  are  parents 
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t  nil..       .  ''•"«*'"'•  "•'"'r.  -d  they  of  her,  there  en  b. 

wm  «*;  I^-ddlngton  .tation,  five  ,.  „.,  on  S.tu,d.y,  you 

will  And  me  punctusl.  ' 

Ntlli^  ud  believe  me,  with  ever  growing  affection, 

Youn  very  sineerely, 
'ilOMI. 

«.    A  Widoww  to  a  Widow 

33  Pabk  BquAU, 
n„    „       „  November  2,  19 — . 

JaZntT''  f?»"-°'"*''8  'te  now  lengthened  period  of  on, 

Z™.f  7;  «^°f  """*•  "■"*  »"«  admiration  ha.  graduall^ 

ripened  into  pure  affection;  and  I  therefore  take  the  l^rty  of 
Ijvowing  my  feeUng.  of  attachment  in  the  fen-ent  ho^  ttfthe; 
may  be  in  «,me  meaeure  reciprocated.  It  i,  now  about  thr^ 
year.  „nce  death  deprived  me  of  the  partner  in  my  JoyaTnd  ^ 
^ZTX  'f°^  """"  '  ""^  «™"y  mi»«/thercrm. 
Ihavo  a  genuine  appreciation.  No  la,ly  whom  I  have  ever  met 
^Mmienta  fitted  to  promote  my  happiness  as  you  do.    I  say  so 

^  toyou  Jdl";'  "'"'".'"  "-"""""'"^  '°  -  and  diZt" 
fn   to  you;    and  I  offer  you,  in  all  sincerity,  my  hand  and  heart, 

iX  hu"^;:''''™"''"'  "'  ""'  '  """'  P™™  »  ^-'""'  "d 
7our»  very  faithfully, 

KOBEET  BUSSILL. 

M.    Bepl7.  Deelinliig  Hix  Addresses 

Delawabe  Place, 

i#«    i»„       1.       •  November  3,  19—. 

w^H  "i      f ,       "'"""''«dge  Mr.  Russell's  kind  letter  of 

^2;  "!'''  ""  *  ''""'y  «"'"'"■'  *"  ""  g»»d  opinion,  re- 
grets that  Bhe  must,  «  the  meantime,  decline  to  entertain  U. 
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generoiu  proponli,  u  ihe  ii  not  influrnceil  hj  tbow  (oolloKa 
without  which  mBrriage  would  be  a  mere  nllbb  bargain,  and 
ftttura  happinitft  a  treachcrona  deluaion.  Mn.  B.  ia  latiifled  of 
Mr.  RuMell'a  honorable  character  and  the  Binceritj  of  his  profei- 
iiotti,  and  trusts  he  rosy  soon  meet  with  a  lady  who  will  be  In 
«Tei7  ntftet  a  suitable  partner  to  share  his  home  and  affeetiona. 

47.    Aaotbw  Beplr,  raToiaUa 

DlLAWAKE  PLACZ, 

November  4,  19—. 

Dear  5<r.-— Being  situated  in  tolerably  comfortable  eirenm- 
stances,  so  far  as  worMly  means  are  concerned,  a  second  matri- 
monial connection  is  a  contingency  I  have  never  seriously  enter- 
tained; but,  as  the  proposal  comes  from  a  gentleman  for  whom 
I  cherish  a  high  esteem,  any  aversion  1  might  have  to  marrying 
again  loses  much  of  its  influc  ce.  Though  our  acquaintance  haa 
been  of  considerable  standing,  I  think  it  has  not  been  of  such  an 
intimate  nature  but  tliat  any  opinions  you  may  have  formed  of 
me,  or  I  of  you,  may  be  liable  to  error,  or  at  all  events  to  modi- 
fication, and  it  is  essential  that  each  should  know  thoroughly  the 
taates,  habits,  and  dispositions  of  the  other  before  taking  such  an 
important  step  as  matrimony;  I  propose,  without  directly  accept- 
ing or  rejecting  the  honor  of  your  addresses,  that  we  should  meet 
on  terms  of  friendly  intercourse  for  some  months,  for  which  facil- 
ity will  be  afforded  by  me;  then,  if  mutual  satisfaction  should 
result,  the  further  progress  of  your  suit  will  meet  with  no  obstacle 
from 

Tours  very  sincerely, 

Hattis  &OWM. 

B.  Russell,  Esq. 


48.    A  Lady's  Letter  of  Beproacb  for  FilToUty 

BurrALO,  N.  Y.,  May  2,  19—. 
Dear  Sir: — Tou  will  probably  be  surprised  at  my  addressing 
you  in  this  manner,  but  as  the  subject  of  the  communication  is 
one  which  I  have  not  had  an  opportunity  of  referring  to  in  a 
personal  interview,  and  is  besides  of  such  a  nature  that  motives 
of  feminine  delicacy  might  prevent  me  mentioning  it  at  all  in 
conversation,  I  request  your  candid  attention  to  my  statements. 
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To  come  to  particulars,  what  I  have  to  complain  of  is  your  be- 
havior on  the  evening  of  Wednesday,  15th  ult.,  at  Mrs.  Clark's, 
when,  as  you  must  know  very  well  yourself,  you  treated  me  with 
such  chilUng  neglect  and  careless  indifference  of  manner  as  to 
plAce  me  in  a  very  ambiguous  position  in  the  eyes  of  certain  of 
my  friends,  who  have  interrogated  me  as  to  what  misunderstand- 
ing eiists  between  you  and  me,  or  if  you  have  broken  off  that 
intimate  relationship  in  which  you  have  hitherto  wished  to  stand 
towards  me;  I  entirely  concur  in  the  opinion  that  nothing  can 
be  more  offensive  to  good  society  than  for  lovers  to  be  always 
revealing  themselves  as  such  by  the  tenor  of  their  conduct  in  a 
mixed  company,  but  the  pains  you  took  to  recommend  yourself 
to  the  Misses  Wilson  were  too  obvious  to  escape  even  general 
observations,  and  the  earnestness  and  freedom  of  your  discourse, 
together  with  your  unremitting  attentions  to  them,  proved  you 
to  be  on  terms  of  the  closest  and  most  unreserved  familiarity.  I 
have  repressed  any  feeling  of  suspicion,  or  ungenerous  criticism, 
in  remarking  on  these  facts,  and  as  I  have  at  all  times  laid  open 
my  heart  to  you  with  the  fullest  confidence  and  sincerity,  I  desire 
to  know  what  consideration  you  can  have  for  my  character  and 
feelmgs  to  willingly  expose  me  to  the  shafts  of  impertinent  curi- 
osity and  the  ridicule  of  false  friends.  I  have  written  in  plain 
terms,  and  ahaU  expect  an  equally  plain  and  candid  reply. 

Yours  very  truly, 

Jennie  Habbison. 
J.  Donne,  Esq. 

49.    Tie  Oentleman's  Beply,  Apologizing 

BurpALO,  N.  Y.,  May  4,  19 . 

Uy  Dear  Jennie:— It  grieves  me  exceedingly  that  I  have  done 
anything  to  shake  your  confidence  in  my  love  for  you-  for  be 
assured,  never  did  my  heart  beat  with  more  tender  emotions 
towards  you  than  at  the  time  you  imagined  it  to  bo  agitated  by 
other  objects.  In  you  alone,  my  love,  are  all  my  hopes  of  happi- 
ness concerned,  and  I  pray  you  to  banish  from  your  mind,  now 
and  forever,  all  thought  of  the  least  wavering  in  my  affection 
towards  you. 

But  bear  with  me  while  I  now  explain  the  conduct  you  have 
criticized  so  hardly  as  to  cause  me  great  pain,  the  more  acute  aa 
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I  am  satisfletl  that  you  have  too  kinil  ami  (rcntle  a  heart  to  wound 
me,  unless  under  the  deep  conviction  that  I  have  done,  and  meant 
to  do,  wrong. 

After  greeting  you  as  usual  when  we  met,  you  may  perhaps 
have  observed  that  I  had  a  few  minutes  conversation  with  Mrs. 
Clark.  At  this  time  she  informed  me  that  the  Misses  Wilson  were 
to  be  her  guests,  and,  as  I  was  the  only  person  in  the  company, 
excepting  herself,  with  whom  they  were  previously  acquainted,  she 
requested  me,  as  a  special  favor,  to  show  them  as  much  attention 
as  possible  in  the  course  of  the  evening.  When,  in  addition  to 
this  circumstance,  you  loam  that  Mr.  Goo.  M.  Wilson,  their 
brother,  is  an  old  schoolmate  of  mine,  and  one  of  my  most  valued 
friends,  I  am  sure  you  will  generously  admit  that  there  were  some 
grounds  for  the  warmth  and  heartiness  of  my  intercourse  with  the 
young  ladies  referred  to.  Then,  as  to  the  other  accusation,  that  I 
treated  you  with  cold  disdain,  nothing,  my  dear  Jennie,  could  be 
further  from  my  thoughts,  but  probably  an  oversensitiveness  to 
that  very  opinion  you  quote — the  impropriety  of  lovers  betraying 
their  inner  feelings  by  their  outward  conduct — may  have  led  me 
incautiously  into  the  opposite  extreme.  Believe  me,  however,  that 
whatever  may  have  been  my  imprudence,  my  affection  is  pure  and 
constant  as  ever,  and  if  other  apology  is  necessary,  I  trust  you 
will  allow  mo  an  early  opportunity  of  proving,  in  a  personal  in- 
terview, how  sincerely  I  am,  and  desire  to  remain 

Yours  most  devotedly, 

James  Dunni. 


BO.    The  Lady  Accepting  His  Apology 

BurFALO,  May  7,  19 — . 
Uy  Dear  J'ome*.— Your  kind  letter,  just  received,  entirely  satis- 
fies me,  and  now  I  regret  that  I  should  have  expressed  myself  in 
a  manner  so  reproachful.  You  admit  that  appearances  were 
against  you,  and  that  I  had  some  cause  for  complaint— believe  me, 
however,  when  I  state  that  it  was  only  the  anxiety  of  my  affec- 
tion for  you  which  led  me  to  exaggerate  your  fault.  Let  us  now, 
therefore,  dismiss  the  subject,  and  forget  that  it  ever  engaged 
our  thoughts. 
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To-morrow  evening  I  shall  be  at  home,  when,  if  you  can  make 
It  convement  to  call,  your  visit  will  bo  most  acceptable  to 
Tour  affectionate  and  faithful 

JiHNII. 

81.  lo  the  Fatber  o*  a  Young  Lady,  SoUdting  His  Coiuant 
St.  John's  Pabk,  Dec.  2,  19—. 
My  Vear  Sir.—Tbo  invariable  kindness  and  courteous  attention 
with  «hich  I  have  been  received  in  the  society  of  your  esteemed 
family  give  me  confidence  in  addressing  you  on  a  subject  of  more 
eenous  importance  to  my  welfare,  and  I  would  therefore  entreat 
you  to  call  ail  your  friendly  feeling  to  my  aid  in  considering  the 
proposal  I  am  about  to  submit  to  yon. 

You  have  doubtless  observed  that  for  a  considerable  time  part 
a  more  th^i  ordinary  degree  of  intimacy  has  subsisted  between 
an  esteemed  member  of  your  family-I  need  hardly  mention  the 
name  of  Miss  Thompson-and  myself.  The  many  excellent  qnal- 
•ties  and  accomplishments  which  distinguish  your  daughter  havo 
long  found  m  me  a  warm  admirer,  and  having  lately  avowed  my 
ardent  love  for  her,  I  am  extremely  gratified  to  inform  you  that 
my  attachment  is  cordially  reciprocated.  I  owe  you  an  apology 
^nf^J^*^,!^  u  80  important  a  step  without  first  consulting  y^ 
on  the  matter,  but  I  was  urged  to  it  by  the  warmth  of  my  fL- 
mgs  and  with  the  view  that,  should  I  have  been  so  unfortunate 

taow  tt.  7  T  rr''"'  *"'  '"''"''  "'  "y  'o™  "^""^  should 
^uwin Y  r  "'"'  ^"T"''  "^  "''  disappointment.  I  trust 
you  wJ^  therefore  overlook  my  rashness,  as  no  disrespect  or  want 
of  courtesy  was  intended;  and  suffer  me  to  hope  that  your  cheer 
fol  consent  will  not  be  wanting  to  complete  our  happiness. 

As  regards  my  position  and  prospects  in  business,  I  believe  the 
former  IS  now  so  well  established,  and  the  latter  so  promising, 
that  I  have  no  fears  of  the  responsibilities  of  the  marked  stat^ 

tea  .  Tr^7  T^'^""'  *"  '"y^S  that  I  can  maintain  a  wife 
in  a  comfortable  style,  and  that  I  shall  be  enabled  to  keep  your 
daughter  in  that  social  rank  which  she  is  so  well  fitted  to  JZ 
My  disposition,  habits,  character,  are,  I  trust,  so  well  known  to 
you  ES  to  be  an  assurance  that,  should  you  sanction  our  union  it 
will  be  my  constant  care  to  promote  the  happiness  of  her  who'  is 
dearest  to  me  on  earth.  * 
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In  hopes  of  soon  learning  the  result  of  your  ileliberation  on  this 
matter.  I  remain,  with  kindest  regards  to  Mrs.  Thompson,  my 
dear  sir, 

Tours  very  fuithfuUy, 

H.  A.  Meueblet. 

62.    Tha  Father's  Beply,  Favorable 

St.  Paul's  Sqi-are, 

Dccrmbor  7,  19 — , 

My  Dear  Sir: — HavinR  bnen  out  of  town  for  a  few  days,  I  did 
not  receive  yours  of  Monday  till  this  morning,  and  I  now  tako 
my  earliest  opportunity  of  expressing  the  satisfaction  of  Mrs. 
Thompson  and  myself  at  the  result  of  your  intercourse  with  my 
daughter. 

I  have  long  perceived  that  your  attentions  to  her  were  of  a 
marked  character,  and  that  they  appeared  to  give  her  much 
pleasure.  Believing,  however,  that  she  is  possessed  of  sense  and 
prudence  enough  to  judge  for  herself  in  a  matter  of  this  kind, 
we  have  in  no  way  interfered  with  her  preference,  and  it  affords 
me  great  pleasure  to  corroborate,  from  my  interview  with  herself, 
your  sentiments  as  to  reciprocity  of  affection.  Allow  me  to  add 
that  your  conduct  has  been  so  invariably  characterized  by  b  r 
and  integrity  during  our  now  long  intimacy,  that  Mrs.  T.  "id 
myself  have  no  hesitation  in  intrusting  the  future  happiness  of 
Julia  to  your  care.  You  will  excuse  a  parent's  fond  partiality 
when  I  say  that  her  character  and  disposition  are  such  as  will 
give  you  no  cause  to  regret  your  choice. 

Mrs.  T.,  Julia,  and  myself  will  be  ct  home  tomorrow  evening, 
and  will  be  happy  to  have  your  company  if  you  are  otherwise 
disengaged. 

Meantime,  with  my  hearty  approval  of  your  proposed  union,  iD 
which  Mrs.  T.  cordially  joins,  believe  me  ever 

Yours  very  sincerely, 

Andeew  Thompson. 


53.    To  a  L 


'Tom  Hei  Intended  Htisband 


MONTBOSE,  April  5,  19 — . 
Uy  Dearest  May: — If  there  is  anything  that  can  console  ms 
for  my  unavoidable  absence  from  your  side  it  is  the  pleasure  of 
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anticipating  in  ima^nation  the  blisaful  time  wlien  I  shall  bask 
in  the  sunshine  of  your  smile,  and  revel  in  the  placid  delights  of 
a  home  made  happy  by  the  genial  presence  of  a  lovely  and  loving 
companion.  I  itccd  hardly  say  how  eagerly  I  long  for  such  a  re- 
laxation from  my  present  press  of  business  engagements  as  will 
enable  me  to  propose  a  definite  day  for  our  nuptials,  but,  if  all 's 
well,  you  may  expect  to  hear  from  me  on  this  subject  in  the 
course  of  next  week.  As  I  have  juat  snatched  a  few  moments' 
leisure  to  pen  these  lines,  you  will  please  excuse  the  brevity  of 
my  epistle,  and  believe,  though  absent,  you  are  ever  present  in  my 
heart.  Write  soon  and  often,  my  dear,  for  you  know  how  I 
cherish  every  line  that  bears  evidence  of  your  affection,  and  how 
<ivery  sentiment  you  write  is  gratefully  treasured  in  my  memory. 
With  affectionate  recembrances  to  your  parents  and  all  friends, 
and  assurances  of  my  continued  and  ever  increasing  love,  believe 
me,  dearest  May, 

Yours  devotedly  and  sincerely, 

Hebbebt  Law. 

64.    Tbe  Lady's  Beply 

FiBST  PlAOB, 

April  9,  19—. 

Uy  Dear  Berbcrt: — You  have  now  acquired  such  c  deep-rooted 
place  in  my  affections  that,  next  to  your  company  and  conversa- 
tion, the  receipt  of  your  ever  welcome  letters  is  the  greatest 
pleasure  I  have.  I  am  delighted  to  hear  of  your  continued  wel- 
fare, and,  believe  me,  like  yourself,  I  look  forward  with  hopeful 
and  not  unpleasing  anticipations  to  the  time  when  we  shall  be- 
come more  indissolubly  the  partners  of  each  other's  joys  and  sor- 
rows. Do  not,  however,  allow  our  approaching  union  to  interfere 
with  any  important  business  arrangcaients,  nor  think  I  will  fret 
at  the  delay,  for  I  feel  so  sure  in  your  love  and  constancy,  that 
the  lapse  of  a  few  weeks  will  but  increase  the  intensity  of  our 
mutual  affection,  and  render  more  blissful  that  happiness  of  which 
at  present  we  have  only      foretaste. 

Papa  and  mamma  desue  kindest  remembrances,  and  congratu- 
lations on  the  successful  result  of  your  late  visit  to  Germany. 
They  were  apprised  of  the  matter  by  your  friend,  Mr.  Conrad, 
whom  they  met  at  Darrow,  but  as  he  could  give  no  details,  I  shall 
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expect  a  particular  account  in  your  acrt;  for  nothing  which 
affects  your  happiness  in  life  can  he  a  matter  of  inJillorcnco  to 
them  and  more  especially  to,  my  dear  Herhert, 

Yours  affectionately, 

May  OuNTnEB. 

65.    The  Oentlenum  Proposing  a  Say  for  the  Marriage 

Montrose,  AprU  15,  19 — . 

My  Dear  May: — Ever  since  I  have  felt  secure  in  the  confessed 
love  of  the  object  of  my  warm  affections,  I  have  been  most 
aiudous  to  realize  our  dreams  of  futuro  happiness  by  the  perform- 
ance of  those  ceremonies  which  shall  unite  us  forever,  for  better, 
for  worse.  All  the  preliminaries  of  importance  being  now  ilefi- 
nitely  adjusted,  I  should  wish  our  marriage  to  take  place  early 
next  month,  say  on  Wedntsday,  the  10th,  if  that  day  will  suit  the 
convenience  of  yourself  and  family.  You  will  probably  recollect 
that  our  dullest  business  season  is  about  the  middle  of  May,  and 
I  can  get  three  weeks'  absence,  if  necessary,  which  I  suppose  will 
be  ample  time  for  onr  pleasure  tour,  and  for  getting  comfortably 
settled  in  our  future  home. 

Should  any  arrangements  require  to  be  made  before  I  have  the 
pleasure  of  seeing  you,  just  drop  me  a  note  stating  your  wishes, 
and  I  shall  only  be  too  happy  to  attend  to  them.  Meantime,  with 
assurances  of  my  c\er  increasing  affection,  believe  me 

Your  most  attached  and  faithful 

Hebbebt. 


56.    Tbe  Bride's  Beply 

FiKsT  Place, 

April  17,  19—. 
My  Dear  Herbert: — Tour  kind  and  affectionate  letter  came  to 
hand  yesterday.  So  far  as  my  own  arrangements  are  concerned, 
the  day  you  have  named  for  our  nuptial  ceremony  will  suit  mo 
perfectly,  and  I  have  to  thank  you  for  the  delicate  compliment 
implied  in  fixing  on  the  anniversary  of  my  birthday  as  the  day, 
which,  I  trust,  will  commence  a  term  of  connubial  felicity  for  each 
of  us.  Papa  and  mamma  desire  their  tcnderest  regards,  and  hope 
yon  can  make  it  convenient  to  run  over  here  to  spend  an  evening 
vritb  us  Defore  the  end  of  this  month.    Of  course  there  is  another 


98 


^VA 


How  to  Write  a  Letter 


person  to  whom  yonr  visit  will  be  particuUrly  agreeable,  »  dont 
delay,  anlew  it  should  interfere  with  yoiu  business  engagements. 

By  the  bye,  you  re/cr  to  our  pleasure  tour  after  the  ceremony  f 
Have  you  planned  any  trip  as  yet,  or  would  you  like  a  suggestion. 

Yesterday  evening  we  bad  your  old  acquaintances,  Urs.  and 
the  Misses  Falsome  at  tea  with  us.  Miss  Jane,  1  am  sony  to  say, 
has  been  indisposed  for  a  few  days,  but  I  hope  the  return  of 
milder  weather  wi'l  completely  restore  her.  I  intend  asking  her 
to  be  my  bridesmaid  in  chief,  an  arrangement  which  I  am  sure 
will  have  your  cordial  approval. 

Write  soon  and  let  me  know  when  we  may  expect  to  see  you. 

Your  most  affectionate 

Hat. 

Herbert  Law,  Esq. 


67.    ''nvltlng  »  Toang  Lail7  to  Be  Bridesnuld 

Bkiohtok  Plaoi, 

April  20,  19 — . 
Jf»  Dear  /one:— Yourself  and  certain  others  of  my  good-hn- 
mored  friends  having  often  teased  me  about  Mr.  Law's  gallantries, 
It  will  not  be  a  matter  of  surprise  to  you  to  learn  that  such 
marked  attentions  have  not  been  paid  without  some  ulterior  object 
In  view.  To  make  a  long  story  short,  therefore,  the  intimacy  be- 
tween Mr.  L.  and  myself,  begun  several  years  ago,  produced  mu- 
tual esteem,  esteem  ripened  into  love,  and  love  now  promises  the 
perfect  fruit  of  matrimony!  My  dear  .lane,  you  know  a  good  deal 
of  the  tastes  and  harmony  of  dispositions  of  both  Herbert  and 
myself;  now  tell  me  candidly,  do  you  think  that  we  possess  that 
unity  of  tastes  and  harmony  of  dispositions  which  are  calculated 
to  make  the  married  state  happyt  I  assure  you  it  was  not  without 
very  grave  consideration  of  our  respective  characters,  tempers, 
and  suitableness,  to  promote  each  other's  happiness,  that  I  gave 
my  consent,  and  the  undisguised  satisfaction  which  our  prospective 
union  has  afforded  to  his  relatives  as  well  as  to  mine,  has  in  so-io 
measure  strengthened  our  conviction  that  neither  has  made  a  bl  jd 
or  imprudent  choice.  But  to  come  to  particulars,  the  marriage 
bas  been  ftxed  to  take  jlace  on  Wednesday,  10th  proi.,  and  it 
gives  me  great  pfeasure  to  ask  you  to  fulfill  an  agreement  made 
in  girlish  days,  when  we  little  thought  of  such  things  as  realitiai^ 
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to  act  u  bridemiaid  on  the  aaipieious  occasion.    I  am  giving  70a 
thii  lengthened  invitation  to  guard  againat  the  poiaibiUtj  of  70a 
having  an7  other  engagement,  and  requesting  the  favor  of  an  earlj 
npjj  ia  the  anticipation  of  a  heart7  and  willing  compliance. 
Your  very  affftetionate  friend, 

Max  Gdnthb. 
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IVnJliar  letter*  are  thoee  of  an  intimate,  friendly  or  affeetioii- 
ate  nature;  hencs  tli97  are  is  character  and  style  totally  different 
from  biuinees  letten. 

In  businees  letters  the  object  of  special  attention  is  to  write  the 
eommunieatioD  in  as  clear  and  concise  language  as  the  sense  will 
admit,  while  familiar  letters  claim  a  wider  range  of  thought,  a 
nicer  discernment  in  the  choice  of  words,  a  more  finished  and 
ornamental  style  ol  expressien. 

Embraced  in  this  class  of  letters  are  those  of  a  domestie  or 
family  nature,  letters  of  courtesy,  friendship  and  lore.  Some  of 
these  having  distinctive  characteristics  will  be  presented  under 
separate  heads. 

It  is  evident  these  different  letters  have  a  relative  connection, 
yet  each  must  represent  a  style  peculiar  to  itself,  regulated  by 
the  degree  of  respect  the  person  addressed  claims  of  us,  by  reason 
of  age,  relationship,  the  strength  of  our  esteem,  or  the  warmth  of 
our  attachment. 

Letters  of  a  domestie  or  family  nature,  especially  those  between 
parents  and  children,  admit  of  the  widest  range  in  style.  The 
expressions  of  love,  the  confidence  of  children  in  their  parents, 
and  the  anxious  regard  of  parents  for  the  welfare  of  their  chil- 
dren, afford  never-ending  themes  of  the  most  interesting  descrip- 
tion. 

Letters  of  courtesy,  friendship,  and  love,  are  all  of  the  same 
nature— tlie  promptings  of  the  heart.  A  loving  heart  naturally 
imparts  its  glow  to  the  written  page,  and  this  warmth  is  com- 
municated by  the  mysterious  power  of  words  to  the  heart  of  the 
reader.  It  is  this  pleasure  that  excites  the  affections  and  awakens 
dormant  friendships.  How  the  heart  beats  with  expectation  in 
the  perusal  of  a  letter  from  one  we  love.  How  endeared  becomes 
our  connection  by  this  spiritual  communion,  in  which  our  m5nds, 
with  an  ardent  zeal  and  devotedness,  become  united,  and  an  elo- 
qaence  and  freedom  indulged,  perhaps  never  more  felicitously. 
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The  chvc;  I'l  eorTospondeiico  arises  from  tho  degree  of  cmi 
geniality  ib  '  uitea,  f rnm  tho  imprcncd  imliviiluality  anil  unittudieil 
naturalness  of  tho  writer,  from  his  genuine  rpni  ^sentations  of 
affection  and  avoiJanco  of  strained  or  artificial  ex^.  essionSb 

Reme  nber  the  daily  incidents,  perhaps  trivial  a-.;  of  small  ac- 
count to  ourselves,  but  always  sn  interestin);  and  dear  to  thosa 
who  know  our  surroundings  or  are  acquainted  with  our  associa- 
tions. 

Tho  following  solrctions  will  afTord  a  practical  illustrstioo  of 
the  style  appropriuto  for  familiar  lettiTs: 

1.    Tliomu  Jeffarson  to  Bis  Daugbter,  in  Har  Elerentii  Ycu 
{Abridged) 

PniLADELPniA,  Pa.,  Sept.  ■',  1782. 

My  Vfar  Martha: — After  four  d.ays'  journey  1  arrivetl  here 
without  any  accident  and  in  as  good  b»>alth  as  when  I  left  Tole<lo. 
Tho  conviction  that  you  would  bo  more  improved  in  tho  situation 
I  have  placed  you  than  if  still  with  me,  hns  solaced  me  on  my 
parting  with  you,  which  my  lovo  for  you  has  rendered  a  difficult 
thing.  The  acquirements  which  I  hope  you  will  make  under  t*"* 
tutors  I  have  provided  for  you  will  render  you  more  worthy  ^ 
my  love,  and.  If  they  cannot  increaao  it,  will  prevent  its  diminu- 
tion. Consider  the  good  lady  who  tas  taken  you  under  her  roof; 
who  has  undertaken  to  seo  that  you  perform  all  your  eierciocR  and 
to  admonish  you  in  all  thoso  wanderings  from  what  is  right  or 
what  18  clever,  to  which  your  inexperience  would  expose  you;  con- 
aider  her,  I  say,  as  your  mother,  as  tho  only  person  to  whom,  since 
the  loss  with  which  Itcnvcn  has  pleased  to  afflict  you,  you  can  now 
look  np;  and  that  hor  displeasure  or  ilisapprobation,  on  any  occa- 
sion, will  be  an  immenso  misfortune,  which,  should  you  be  so 
unhappy  as  to  incur  by  an  unguarded  act,  think  no  concession  too 
much  to  regain  Uor  good  will. 

As  long  as  Mrs.  Trust  remains  in  Toledo,  cultivatt  her  affec- 
tion. She  has  been  a  valuable  friend  to  you,  and  her  good  sense 
and  good  heart  make  her  valued  by  ail  who  know  her,  and  by 
nobody  on  earth  more  than  me.  I  expect  you  wili  write  me  by 
every  post.  Inform  me  what  books  you  read,  what  tunes  you 
learn,  and  enclose  me  your  best  copy  of  e'ery  lesson  in  drawing. 
Write  also  one  letter  a  week,  either  to  your  Aunt  Fay,  your  Aunt 


102 


Horc  to  Writ'  a  Letter 


I 
I 


Wickwith,  jour  Aunt  Vernon,  your  Aunt  Bctiy,  or  the  little  ladj 
from  whom  I  now  pnoloso  a  lettir,  anil  alwnjri  put  the  letter  you 
so  write  unilcr  enviT  to  mo.  Tiiko  eii'o  that  you  never  iipell  s 
word  wrnng.  AliviiyH  boforo  you  write  a  word  consider  how  it  it 
•pelt,  and,  if  vou  Jo  nut  reme-nber  it,  turn  to  a  dictionary.  It 
produces  (jreat  iir.;iHe  to  a  lady  to  spell  well.  I  have  placed  my 
happinens  on  rmng  you  good  and  accomplished,  ami  i.o  <listreM 
which  this  world  can  now  bring  on  mo  would  equal  that  of  your 
disappointing  my  hopes;  if  you  love  me,  then  strive  to  be  good 
under  every  situntion  and  to  all  living  creatures,  and  to  acquire 
those  accomplishments  which  I  have  put  in  your  power,  and  which 
will  go  far  towards  ensuring  you  the  warn  it  love  of  your  affec- 
tionate father. 

Th.  JcrnisoN. 
P.  8. — Keep  mr  letter*  and  read  them  at  times,  that  you  may 
always  have  prcsi  nt  in  your  mind  those  things  which  will  endear 
you  to  mo. 

2.    Jobn  Qnlncy  Aduna,  Age  Sevan,  to  Hla  Fatber 

An.napolis,  .Tune  4,  1770. 
^'•■■' — I  Ii"™  been  trying,  ever  since  you  went  away,  to  learn  to 
write  you  a  letter.  I  shall  make  poor  work  of  it;  but,  sir, 
mamma  says  you  will  accept  my  endeavors  and  that  my  duty  to 
you  may  be  expressed  in  poor  writing  as  well  as  good.  I  hope  I 
grow  a  better  boy,  and  that  you  will  have  no  occasion  to  be 
ashamed  of  me  when  you  return.  Mr.  Maxwell  gays  I  leam  my 
books  well.  He  Is  a  very  good  master.  I  read  my  books  to 
mamma.    We  all  long  to  »eo  you.    I  am,  sir, 

Your  dutiful  son, 

John  Quinct  Adaus. 

3.    From  a  Brother  to  a  Slater 

ify  Dear  Sister:— I  cannot  find  words  to  express  the  pleasure 
I  felt  on  receiving  your  letter,  after  the  long,  long  months  of 
silence  on  your  part.  You,  who  live  in  civ^'ized  communities,  can- 
not realize  tho  intense  pleasure  we  homeless  vagabonds  feel,  in 
reading  a  letter  from  our  Inved  ones  far  away.  I  suppose  I  am 
not  different  from  the  rest  of  my  kind  in  that  respect,  and  I 
know  that  a  letter  from  you  always  brings  tho  bright  sunshine  to 
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my  heart,  making  me  happy  for  ilaya  ami  wcpka.  Kvon  aftor 
Diontha  of  nilcni'O  on  your  part,  whoa  I  havo  bitcomo  and  from 
dinppointmcnt  and  almoat  think  that  jciu  have  forgotton  me,  I 
will  turn  to  your  last;  after  rcailiii);  it,  I  am  happy  iiaiiin,  ami 
find  a  thouaami  cxcusos  for  you.  Oh,  Kintcr,  if  you  ami  others. 
Hiring  in  your  happy  homes  ami  siirroumled  by  loving  frii'iiils, 
could  realize  how  the  hearts  of  such  wamlerers  us  I  liiiniiir  for  a 
token  of  love  from  home;  and  how,  when  it  comes  we  are  often 
rohumanizeil,  as  it  wen-,  and  saved  from  Wing  totally  lost,  you 
wouhl  steal  a  little  time  from  your  many  pleasure  i  and  devote  it 
to  sending  us  a  word  of  luve. 

You  tell  mo  in  your  last  that  you  "will  try  to  convince  me  that 
it's  not  neglect"  that  has  kep'  you  from  auaweriug  my  letters. 
Yon,  sister,  who  know  my' heart  so  well— better,  perhaps,  than  any 
one  else  ever  will — know  that  I  do  not  think  it  is  intentiinal 
neglect.  No,  I  am  sure  it  is  not.  Vou  receive  my  lettoni  ar  are 
glad;  just  then,  perhaps,  you  have  not  time  to  answer,  a>  you 
think  you  will  put  it  oft  until  tomorrow.  Well,  tomorrow  there 
is  some  new  care;  and  so  it  goes  on  for  many  to-morrows,  till, 
finally,  you  think  you  will  answer  the  next  letter,  and  so  you  wait 
till  the  next  comes,  not  realizing  how  bitter  is  my  disappointment 
on  the  arrival  of  each  mail,  when  I  enquire  for  a  'etter  and  the 
answer  is,  "Nothing  for  you,  sir."  Dear  sister,  if  you  know  any 
woman  who  has  a  brother  in  this  far-off  land,  try  to  impress  on 
her  mind  what  I  am  trying  to  make  you  uuderst.ind.  There  are 
thousands  of  rough  fellows  in  this  country,  whoso  long  isolation 
from  woman's  society  and  influence  has  made  them  uncouth  In 
their  manners,  but  whose  hearts  are  warm  and  true  as  they  were 
in  early  youth;  and  who  love  and  treasure  the  memory  of  those 
far  away  with  an  intensity  undreamed  of  by  those  who  pass  their 
lives  surrounded  by  loving  friends  and  relatives.  You  say  that 
you  "wish  1  would  come  back,  and  settle  among  my  friends  and 
those  who  love  me. ' '  Dearest,  you  are  asking  an  impossibility.  I, 
like  thousands  of  others,  started  out  for  this  golden  land,  a  mere 
boy,  with  bright  hopes;  those  hopes  have  been  disappointed,  time 
after  time,  and  now  years  have  gone;  I  am  almost  an  old  man 
and  am  as  far  from  the  goal  as  when  I  started.  Well,  I  have  too 
much  pride  to  go  back  and  settle  down  to  the  life  I  left  years 
ago.  N-.  no!  I  must  keep  on  till  I  accomplish  what  I  started  out 
to  do,  or  till  I  lay  me  down  in  some  wild  cuou  and  end  tbe 
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dream  in  death.  True,  I  may  finally  arrive  at  the  goal,  as  yon 
say,  but  it  may  be  when  I  have  grown  old  and  my  heart  has  be- 
come embittered  by  disappointment;  and  then  the  wealth  I  seek 
may  be  a  curse  instead  of  a  blessing.    But  hope  for  the  best. 

May  all  blessings  be  yours,  and  remember  there  is  no  mail  from 
the  East  in  which  I  do  not  expect  to  find  a  letter  from  my  sister. 
Your  loving  brother, 

James  Hebbinqshav. 

4.    Lafayette's  Orandson  to  the  Mayor  of  Kew  York 

Paris,  Oct.  2,  1870. 

Uy  Bear  Sir:— I  have  been  absent  from  home  and  have  but 
just  received  the  American  ijewspapers  containing  accounts  of  the 
ceremonies  attending  the  inauguration  of  the  statue  of  my  grand- 
father, Genaral  Lafayette. 

I  am  but  performing  a  duty  when  I  inform  you  in  my  own 
name  and  on  behalf  of  my  family,  how  much  we  have  been  touched 
and  how  grateful  we  are. 

The  inhabitants  of  New  York  have  been  pleased  to  secure,  and 
now  have  among  them,  the  very  image  of  Lafayette,  in  the  city 
which  the  combatants  in  1776  saw  in  its  infancy,  and  which  has 
to-day  become  one  of  the  first  in  the  world.  Nothing  can  better 
prove  how  just  the  war  for  American  Independence  was  and  how 
marvelous  is  tho  fruitfulness  of  its  results. 

The  descendants  of  General  Lafayette  make  their  sincere  ac- 
knowledgments to  the  citizens  of  New  York  and  to  aU  others  who 
were  associated  with  them  in  the  ceremonies. 

You  having  the  signal  honor  to  be  the  chief  magistrate  of  tho 
great  American  city,  allow  me  to  present  to  you  personally  the 
thanks  of  my  family,  with  assurances  of  my  own  distinguished 
consideration, 

OSCAB  BE  LaTATETTE, 

Senator. 

6.    President  Lincoln  to  the  Widow  of  Joseph  J.  anmey 

"I  am  much  indebted  to  the  good  Christian  people  of  this 
country  for  their  constant  prayers  and  consolations,  and  to  none 
Of  them  more  than  yourself.  The  purposes  of  the  Almighty  are 
perfect  and  must  preva  ],  though  we  erring  mortals  may  f aU  to 
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accurately  perceive  them  in  advance.  We  hoped  for  a  termination 
of  thia  terrible  war  long  before  this,  but  Ood  knows  best  and  has 
ruled  otherwise.  We  shall  yet  acknowledge  His  wisdom  and  our 
own  error  therein.  Meanwhile  we  must  work  earnestly  in  the  best 
light  He  gives  us,  trusting  that  so  working  still  conduces  to  the 
great  ends  He  ordains.  Surely  He  intends  some  great  good  to 
follow  this  mighty  convulsion,  which  no  mortal  could  make  and 
SO  mortal  could  ataj[." 


106  How  to  Write  a  Letter 


SOCIAL  LETTERS  OF  INTRODUOTION 

A  Letter  of  Introduction  is  the  medium  by  nhich  one  friend  is 
made  known  to  another. 

They  should  bo  brief,  expressive  of  the  estimation  in  which  you 
hold  the  person  introduced,  and  without  excessive  praise  or  com- 
mendation. They  should  not  be  given  to  any  one  you  would  not 
have  the  members  of  your  family  associate  with,  and,  if  your 
acquaintance  with  the  person, is  not  of  long  standing,  you  should 
mention  in  the  letter  by  whom  they  were  introduced  to  you. 

These  letters  may  be  delivered  in  person,  or  sent  enclosed  with 
a  card  bearing  the  na«e  and  address  of  the  gentleman  introduced. 

The  writer  of  the  letter  should  never  seal  it. 

1.    Intiodnctlon  to  a  Friend  and  Ht8  Family 

Chicago,  III.,  Aug.  29,  19 — . 
My  Dear  Mr.  Clarkson: — Allow  me  to  introduce  to  you,  and  to 
yonr  delightful  family,  Mr.  Henry  Watson,  of  this  city,  and  in- 
tending to  make  his  future  home  in  your  State.  I  am  not  so  well 
acquainted  with  the  young  man  himself  as  I  am  with  hia  father, 
bat  I  think  the  son  of  such  a  father  must  be  a  desirable  acquaint- 
ance. I  have  no  need  to  ask  friendly  offices  for  him;  I  know  you 
too  well  to  think  that  necessary. 

My  family  send  you  much  love,  and  wish  to  be  remembered  ia 
all  kindness  to  yours.    Let  me  hear  from  you  soon. 

Yours  very  truly, 
T.  Clarkson,  Esq.,  John  Johnson. 

Decatur,  HI. 

2.    Introducing  a  Fellow  Student 

Hillsdale  College, 

Hillsdale,  Mich.,  Nov.  2,  19 — . 
Deor  Charles: — This  will  be  handed  you  by  my  chum,  John 
Scott,  in  town  on  a  little  matter  of  buainasa.    I  have  told  him 
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BO  much  about  you  and  Sis^  I  am  sure  he  will  be  at  home  with 
jou.    Be  is  a  right  good  fellow,  so  give  him  a  brotherly  welcome. 

Yours,  as  ever, 
Haut. 
C.  O.  Binghnt      Esq., 

10  She.    lan  Street, 

Dayton,  Ohio. 

3.    Short  Form  of  Intiacluctlon 

Chicago,  III.,  June  1,  19 — . 
Dear  Sir: — I  have  the  honor  of  introducing  to  your  acquaint- 
ance Mr.  S.  M.  White,  whom  I  commend  to  your  kind  attentions. 

Very  truly  yours, 

F.  A.  Walt. 
Mr.  James  Clark, 

Milwaukee,  Wis. 

1.    Anothei  More  Commonly  TTsed 

Boston,  Mass.,  Oct.  1,  19—. 
Mb.  Peter  Merrill, 

Troy,  N.  Y. 
My  Dear  Sir: — It  affords  me  great  pleasure  to  introduce  to  you 
my  esteemed  friend,  Mr.  A.  M.  Wilson,  of  this  city.     Any  atten- 
tion you  may  be  able  to  show  him  will  be  gratefully  acknowledged 
and  cheerfully  reciprocated  by  your  old  friend, 

Frank  Donohcs. 

6.    Introducing  a  Friend  on  a  Pleasure  Trip 

EocHESTEB,  N.  Y.,  May  2,  19 — . 
Jfy  Dear  Earns:— By  this  allow  me  to  make  known  to  you  Mr. 
John  A.  King.  He  is  on  a  pleasure  trip  to  your  city,  and,  being 
an  old  friend  of  mine,  I  am  only  too  happy  in  being  privileged  to 
present  him  to  you,  knowing  in  your  companionship  he  cannot  fail 
having  a  jolly  good  time.    Believe  me,  as  ever, 

'  Yours  sincerely, 

Paul  Schmidt. 
Mr.  L.  E.  Harris, 

Albany,  N.  Y. 
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LETTEBS  OF  OONGBATTJLATION 

A  Letter  of  Con^atulation  is  one  to  a  friend  or  acquaintance, 
with  eipreBsions  of  sympathy  and  pleasure  at  the  good  fortune, 
enccesg,  prosperity,  or  other  happy  event  attending  them. 

These  letters  should  je  full  of  lively  sentiment  and  good  irill, 
avoiding  every  kind  of  unpleasantness,  advice,  bad  news,  or  any- 
thing that  might  be  construed  as  envious  or  insincere. 

They  should  be  dispatched  as  soon  as  possible  after  hearing  of 
the  event. 


1.    Birthday  Annlyenary 

Grand  Eapids,  Mich.,  June  10,  19 — . 
ily  Bear  Eddie: — ^Birthdays  may  be  called  the  milestones  in 
life's  journey,  and,  as  yon  reach  another  of  these  anniversary 
landmarks  to-day,  permit  me  to  congratulate  you  on  having  trav- 
eled thus  far  in  safety,  and  to  wish  you,  with  all  my  heart,  many 
similar  opportunities  of  receiving  the  good  wishes  of  your  friends. 
That  your  future  years  may  glide  happily  away,  without  care  or 
eoTiow,  is  the  heartfelt  prayer  of 

Tours  most  sincerely, 

J.  M.  Wentworth. 
To  Mr.  Edward  Scott, 

JoUet,  111. 

2.    On  Haniage 

Poet  Washinoton,  Oct.  2r  19  — . 
My  Dear  Jameson: — The  tidings  of  your  happy  marriage  have 
just  reached  me,  and  I  sincerely  wish  you  joy  and  prosperity  in 
this  now  new  life  upon  which  you  have  embarked.  I  have  long 
known  the  constancy  of  your  attachment  and  the  devotion  which 
you  h^t/e  cherished  for  the  one  now  so  completely  entrusted  to 
your  keeping,  and  I  am  confident  in  the  belief  that  your  efforts 
will  not  be  wanting  to  ensure  every  advancement  of  the  material 
comforts  this  union  may  bring  upon  you.    That  your  enjoyment  of 
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these  earthly  felicities  may  be  combined  with  Heaven's  choicest 
blessings,  is  the  prayer  of 

Tour  true  friend, 
Chas.  Jameson,  Esq.,  William  Hayden. 

New  York  City. 

3.  Anniveisaiy  of  a  Silver  Wedding 
Dear  Friend  J  :—li  is  seldom  one  is  privileged  to  add  a  tribute 
congratulstory  to  twenty-five  years  of  wedded  life.  With  such  an 
opportunity,  memory  dwells  on  the  tranquillities  and  vicissitudes 
experienced.  The  thoughts,  turning  from  care,  troubles  and  anx- 
ieties, review  with  more  cheerfulness  the  felicities  of  the  past,  so 
natural  is  it  for  us  to  overlook  the  shadows  and  see  only  the 
brightness,  even  though  it  be  but  the  "silvery  edge."  With  such 
pleasant  memories,  dear  friends,  I  pray  you  may  continue  on 
through  life's  journey,  and  may  your  paths  be  strewn  with  flowers 
of  kindness  and  affection;  and,  while  looking  at  the  bright,  pure 
surface  of  the  gift  accompanying  this,  may  you  see  the  fore- 
shadowing of  a  blessed  future.  Your  sincere  friend, 

Benat  Laei. 

4.    Thomas  Jefferson  to  Qeneral  Washington 

MONTICELLO,  Oct.  28,  1781. 
Sir:— 1  hope  it  will  not  be  unacceptable  to  your  Excellency  to 
receive  the  congratulations  of  a  private  individual  on  your  return 
to  y  nr  native  country,  and,  above  all  things,  on  the  important 
success  which  has  attended  it.  Great  as  this  has  been,  however, 
it  can  scarcely  add  to  the  affection  with  which  wo  have  looked  up 
to  you.  And  i*,  in  the  minds  of  any,  the  motives  of  gratitude 
to  our  good  a.lies  were  not  sufficiently  apparent,  the  part  they 
have  borne  in  this  action  must  amply  convince  them.  Notwith- 
standing the  state  of  perpetual  solicitude  to  which  I  am  unfor- 
tunately reduced,  I  should  certainly  have  done  myself  the  honor  of 
paying  my  respects  to  you  personally;  but  I  apprehend  that  these 
visits,  which  are  meant  by  us  as  marks  of  our  attachment  to  you, 
must  interfere  with  the  regulations  of  a  camp  and  be  particularly 
inconvenient  to  one  whose  time  is  too  precious  to  be  wasted  in 
ceremony.  I  beg  you  to  believe  me  among  the  sincerest  of  those 
who  subscribe  themselves  your  Excellency's  most  obedient  and 
most  humble  servant.  Tn.  Jeffehson. 


LSTTEB8  or  OONDOLENOE 

A  Letter  of  Condolence  is  one  in  which  the  writer  expreiMa 
■ympathy  for  the  sorrows  and  afflictions  of  another. 

They  are  the  most  difficult  and  important  of  any  which  friend- 
ship or  affection  can  dictate.  The  most  simple  and  soothing  lan- 
guage the  heart  can  give  expression  to  is  the  most  acceptable  to 
the  sufferer. 

.     Do  not  attempt  reasoning  or  rehearsing  the  cause  of  the  dis- 
tress;   do  not  appear  stiff  or  constrained  in  your  language 

Courtesy  demands  that  letters  of  condolence  on  death  should  be 
wntten  on  black-edged  paper,  even  though  unacquainted  with  the 

QfiC0&8Cu> 
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1.    On  the  Death  of  a  ohUd 

New  Tobk,  July  24,  19—. 

My  Dear  5tr.— Seeing  in  the  Berald  the  death  of  your  sweet 
child,  whom  I  so  well  remember,  impels  me  to  write  you  a  word 
I  offer  no  consolation,  and  I  need  not  assure  you  of  my  sympathy 
But  you  and  your  wife  are  still  young  and  hopeful;  other  children 
mil  doubtless  be  lent  you;  and  though  you  will  never  forget  the 
firstling  of  the  flock,  nor  fail  to  ret^ember  her  with  a  pensive  and 
chastened  sadness,  yet  you  will  live  to  realize,  even  in  this  state 
of  being,  how  wisely  prescient  and  merciful  is  the  chastisement 
which    '  smites  but  to  heal. ' ' 

Let  me  give  you,  in  this  connection,  a  leaf  from  my  experience. 

I  have  had  seven  children,  of  whom  five  are  gone.  Of  three 
sons  none  survive,  and  two  of  them  were,  respectively,  five  and  a 
half  and  six  years  of  age  when  they  were  reclaimed.  I  need  not 
say  how  beautiful  and  good  they  were-the  early  called  are  al- 
way8  thus.  When  the  first  of  them  died  mv  youth  ended.  I 
thought  I  could  never  be  sorely  stricken  thenceforth.  Yet  in  due 
time  there  came  another,  not  so  delicate,  so  beautiful,  so  poetic- 
yet  so  loving,  so  tender,  so  devoted  to  me,  that  I  thought  I  had 
nwer  been  understood  before.     I  cannot  remember  that  during 


Letters  of  Condolence 


111 


his  sis  years'  abode  with  ui  he  even  wished  to  contravene  my 
will. 

I  left,  January  14th,  for  that  hard  western  tour,  in  bravo 
spirits  and  good  general  health.  At  Galesburg,  after  leaving  you, 
I  had  a  letter  ilictated  by  him,  leaving  him  in  excellent  health. 
I  had  no  more  till  I  reached  Scranton,  Pa.,  on  my  way  home, 
when  a  telegram  reached  me  during  my  lecture,  stating  that  be 
was  dangerously  ill  of  croup.  I  hastened  home  next  evening  at 
eight,  only  to  find  him  dead  an  hour  before,  after  enduring  a 
severe  operation  and  ejctreme  suffering.  With  him  I  buried  my 
last  earthly  aspiration.  I  have  two  little  daughters,  one  eight 
years  old,  and  the  other  but  four  months,  having  been  bom  since 
his  death,  but  they  are  veiy  different  from,  and  do  not  replace, 
him. 

Yours  truly, 

Horace  Obast. 

2.    Ohsrias  Dickens  on  the  Deatli  of  a  CUld 

My  Dear  Mark:  We  are  indeed  greatly  grieved  at  your  calam- 
ity. I  have  no  need  to  tell  you,  dear  fellow,  how  constantly  you 
are  in  our  thoughts,  and  that  I  have  not  forgotten,  and  never  can 
forget,  who  it  was  that  watched  with  and  comforted  me  the  night 
a  little  place  in  my  house  was  left  empty.  We  know  you  will 
both  have  found  comfort  in  the  blessed  relief  from  which  the 
sacred  figure  with  the  child  on  His  Isnee  is  in  all  stages  of  our 
lives  inseparable.  ' '  For  of  such  is  the  kingdom  of  Heaven. ' '  It 
is  bard,  God  knows,  to  lose  a  child  of  any  age,  but  there  are 
many  sources  of  comfort  in  losing  one  so  young  as  yours.  There 
is  a  beautiful  thought  in  "Fielding's  Journal  from  This  World 
to  the  Next,"  where  the  little  one  he  had  lost  was  found  by  him 
radiant  and  smiling,  building  him  a  bower  in  the  Elysian  Fields, 
where  they  were  to  live  together  when  he  came.    Ever,  old  friend, 

Yours  sincerely, 

Chables  Dickens. 


3. 


Thomas  Jefferson  to  Jobn  Adams  on  tlie  Deatb  of 
Urs.  Adams 


MoNTicELLO,  Nov.  13,  1818. 
The  public  papers,  my  dear  friend,  announce  the  fatal  event 
of  which  your  letter  of  October  the  20th  had  given  me  ominous 
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foreboding.  Tried,  myself,  in  the  achool  of  afflictioo,  fcy  the  Ion 
of  overy  form  of  connection  which  can  rive  the  human  heart,  I 
know  well,  and  feel  what  you  have  lost,  what  you  have  suffered, 
are  suffering,  and  have  yet  to  endure.  The  same  trials  have 
taught  me  that  for  ills  so  immeasurable  time  and  silence  are  the 
only  medicine.  I  will  not,  therefore,  by  useless  condolences,  open 
afresh  the  sluices  of  your  grief,  nor,  although  mingling  sincerely 
my  tears  with  yours,  will  I  say  a  word  more  where  words  are 
vain,  but  that  it  is  of  some  comfort  to  ns  both  that  the  time  is 
not  very  distant  at  which  we  are  to  deposit  in  the  same  cerement 
our  sorrows  and  suffering  bodies,  and  to  ascend  in  essence  to  an 
ecstatic  meeting  with  the  friends  we  have  loved  and  lost,  and 
whom  we  shall  still  love  a^d  never  lose  again.  God  bless  you 
and  support  you  under  your  heavy  affiUction. 

Th.  Jeitibson. 

4.    On  the  Losa  of  Fiopntr 

QuiNCT,  III.,  Aug.  24,  19—. 
Uy  Dear  Mr.  WilUama: — Your  recent  misfortune  in  the  loss  of 
property  at  Stony  Creek  has  proved  a  very  serious  matter,  and  I 
am  deeply  pained  at  the  disastrous  circumstances  attending  the 
same.  It  is  a  hard  trial  to  see  consumed  in  a  few  hours  the  work 
of  years;  but,  knowing  your  disposition,  I  cannot  believe  you 
will  become  disheartened,  or,  in  any  sense,  give  way  to  melan- 
choly. On  the  contrary,  I  firmly  believe  your  usual  activity  and 
enterprise  will  suggest  some  plan  for  speedily  restoring  to  its 
former  beauty  and  elegance  the  charms  and  surroundings  for- 
merly the  pride  of  the  place.  You  have  my  wannest  sympathy 
and  best  wishes,  and  if  I  can  in  any  way  further  your  interests, 
believe  me  ever  ready  to  do  so. 

Very  cordially  yours, 

H.  J.  Mason. 

6,    On  Business  Emliarrassment 

Chicaoo,  III.,  May  1,  19 — . 

Jly  Dear  Friend  Meherley: — I   have  to-day   learned   of  your 

business  embarrassments,  and,  with  regret,  your  despondency  over 

this  misfortune.     I  need  hardly  assure  you  of  my  sympathy  and 

faith  in  your  honorable  discharge,  to  the  best  of  your  ability,  of 
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your  obligatioM.  It  i.  .xtromely  unpleuKint  and  humUiating, 
eqwciftlly  to  such  .emitive  natures  as  yours,  to  pass  through  these 
ordeals-  but,  having  the  confidence  of  many  former  associates, 
you  may  with  energy  and  resolution  regain  lost  ground  and  reap 
the  reward  due  to  honor  and  integrity. 

Believe  me,  ever,  your  friend, 

OlO.  M.  Bbo. 

A.  H.  Meherley,  Esq., 

Wellington,  Kan. 
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SULI8    rOB   OONSUOTINO   PUBLIO   DIBATM 
AND  BIEETINaS 

Election  or  Chaiuiam 

The  ehairman  leleeted  ahoulil  be  a  man  held  in  reapeet. 

He  should  be  a  man  of  maturity  and  commanding  penoul 
•ppearancc. 

He  ghould  possen  a  fitneaa  for  the  office:  thia  include*  iatalli- 
gence,  buainesa  tact,  aelf-poaaesaion  and  standing  in  society. 

The  chairman  should  be  chosen  by  nomination,  and  each  person 
named.  The  motion  being  seconded  ahould  be  voted  for  until  the 
choice  is  made. 

The  chairman  chosen  should  alirays  be  properly  conducted  to 
the  chair,  and  he  may  be  introduced  to  the  meeting  in  a  brief 
speech. 

On  taking  the  ch&Ir,  a  few  words  of  remark  upon  the  part  of 
the  chairman  are  in  order,  and  generally  expected. 


The  Ddties  op  the  CaAraiiAN 

It  is  improper  for  tha  chairman  to  hold  conversation  with  any 
person  while  the  floor  is  occupied  by  a  speaker. 

No  person  should  accept  the  office  of  chairman  unless  he  is 
prepared  to  resign  all  thoughts  of  promoting  any  private  views 
of  his  own. 

When  a  motion  is  presented  to  the  meeting  it  should  be  read 
by  the  chairman  and  objections  called  for;  there  being  none,  tha 
motion  should  be  put  to  the  meeting  and  decided  by  a  majority 
of  votes. 

Persons  wishing  to  advocate  the  motion  should  be  allowed  to 

do  BO. 

If  there  be  any  objection,  it  must  take  one  of  the  following 
shapes:  it  must  be  an  amendment  or  negative,  or  to  postpone, 
or  for  the  previous  question,  or  to  adjourn  the  meeting. 
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